
The Department of Human Resources (DHR) requires the temporary services of independent 
contractors to provide investigation services (Investigation Services) on an as-needed basis.

SUBJECT

June 14, 2016

The Honorable Board of Supervisors
County of Los Angeles
383 Kenneth Hahn Hall of Administration
500 West Temple Street 
Los Angeles, California 90012
 
Dear Supervisors:

APPROVAL OF MODEL MASTER AGREEMENT FOR INVESTIGATION SERVICES FOR THE 
DEPARTMENT OF HUMAN RESOURCES PERSONNEL AND EQUITY INVESTIGATIONS

(ALL DISTRICTS) (3 VOTES)

IT IS RECOMMENDED THAT THE BOARD:

Approve the attached Model Master Agreement (Model Agreement) for Investigation Services with a 
three-year term commencing the date of execution for the first Master Agreement, plus two options to 
extend for a one-year period, for a total agreement term not to exceed five years. Each executed 
Master Agreement will be effective upon the date of its execution by the Director of Personnel and 
will terminate on the expiration date of the first Master Agreement.

2. Delegate authority to the Director of Personnel to execute Master Agreements (Master 
Agreement) substantially similar to the attached Model Agreement with qualified contractors to meet 
the needs of DHR, provided sufficient funding is available.

3. Delegate authority to the Director of Personnel to execute applicable documents when the original 
contracting entity has merged, been purchased, or otherwise changed; modify the Master Agreement 
within the conditions specified in the Master Agreement, including to execute any extension options 
above, if it is in the best interest of the County of Los Angeles (County) and funding is available; and 
to include new or revised standard County contract provisions, including all applicable documents 
adopted by your Board during the term of the Master Agreement.
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PURPOSE/JUSTIFICATION OF RECOMMENDED ACTION

The purpose of the recommended action is to allow DHR to establish and maintain Master 
Agreements with various qualified contractors (Contractors) to provide the DHR with temporary, as-
needed investigation and related services for 1) equity complaints jurisdictional to the County Policy 
of Equity (CPOE), which are handled by the DHR County Equity Investigations Unit (CEIU), and 2) 
personnel matters jurisdictional to or referred to DHR, which are handled by the DHR Human 
Resources Departmental Support Unit (HRDS).

Cases eligible for assignment to the Contractors include investigations which are part of the CEIU or 
HRDS caseload and are open more than 90 days. Additionally, cases will be assigned to Contractors 
when they are classified as presenting potential conflict of interest issues for DHR.

Personnel Investigation Services

The Director of Personnel (DOP) has responsibility for various personnel actions pursuant to the 
County Code, including but not limited to: 1) County Code section 2.09.030 - the DOP is responsible 
for the administration of the civil service system; 2) County Code Section 2.09.050 - the DOP is 
responsible for County-wide human resource programs, including but not limited to development and 
implementation of policies and standards, employee appraisal programs and advocacy; and 3) 
County Code section 5.02.060 - the DOP shall investigate the complaint of any person who believes 
he or she has been subjected to any retaliation action prohibited in County Code section 5.02.060 A. 
and B.

DHR performs investigations involving personnel matters for which the DOP is responsible, and 
investigations which are referred to DHR by the Board of Supervisors, the Office of County 
Investigations, and County departments. Contract Investigation Services will be utilized for these 
cases if/when temporary or intermittent increases in the HRDS caseload is experienced.

Equity Investigation Services

Pursuant to the County Code section 5.09.040(B)(3), DHR is responsible for handling complaints 
against the County of Los Angeles and/or its employees of potential violations of the County Policy of 
Equity (CPOE), federal or State law, or of County ordinance, policy, or departmental regulation. 
Contract Investigation Services will be utilized for these cases if/when temporary or intermittent 
increases in the CEIU caseload is experienced.

On January 5, 2016, your Board approved a sole source contract with Public Interest Investigations, 
Inc. (PII) to provide equity investigation and related services for cases which are classified as part of 
the temporary backlog of cases for CEIU. This contract has an initial term of one year, with two six-
month option periods, for a maximum total contract term of up to two years, expiring on January 4, 
2018. During the term of this Master Agreement, the County will be taking action to eliminate the 
current sole source vendor status of PII related to equity investigation services.

Upon execution of the Master Agreements for Investigation Services, Contractors will immediately be 
eligible for assignment of personnel investigations on a rotational basis, and upon successful 
completion of a training period, will be eligible for both personnel and equity-related investigations on 
a rotational basis.

Contractors will be provided a training period for the CPOE and equity investigations which will 
commence immediately upon execution of a Master Agreement and will conclude upon the County’s 
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determination that a Contractor has acquired the knowledge and skills needed to successfully and 
timely complete equity investigations. During the training period, Contractors will be assigned a 
small, appropriate number of equity-related investigations, and the County will provide hands-on 
training and oversight to the Contractors on CPOE, equity-related investigation processes, 
procedures and expectations, while also ensuring timely handling of these equity case investigations. 
This will develop additional Contractors with knowledge and experience in the County’s CPOE and 
equity-related investigations processes. At the time a sufficient number of these additional 
Contractors have acquired the required knowledge and experience to complete equity Investigation 
Services, the sole source contract with PII will no longer be utilized to refer equity investigations to 
PII.

Implementation of Strategic Plan Goals

The services provided under this Master Agreement support the County’s Strategic Plan, Goal 1, 
Operational Effectiveness. This Master Agreement will enable DHR to maintain a pool of Contractors 
to provide equity and personnel Investigation Services on a temporary, as-needed basis.

FISCAL IMPACT/FINANCING

The Model Agreement does not guarantee a minimum amount of business and the Department will 
only accrue an obligation when work is performed. Expenses resulting from this agreement vary 
each year based on department usage. Fiscal Year 16-17 Recommended Budget includes sufficient 
appropriation and funding for these services. Appropriation and funding for subsequent years will be 
included in each year’s budget.

FACTS AND PROVISIONS/LEGAL REQUIREMENTS

The attached Model Agreement has been approved as to form by County Counsel and includes all of 
the required terms and conditions, including requirements regarding contractor non-responsibility 
and debarment.

Proposition A requirements do not apply based on the temporary need for these contracted 
professional and technical Investigation Services. As provided under County Code section 
2.121.250(B)3, Proposition A requirements do not apply to contracted services which are of an 
extraordinary professional or technical nature and the services are of a temporary nature. There are 
no departmental employee relations’ issues and it will not result in a reduction of County services.

All Contractors will be required to comply with all Board and Chief Executive Office requirements, 
including Jury Service, Safely Surrendering Baby Law, and Defaulted Property Tax Reduction 
Program.

CONTRACTING PROCESS

On April 19, 2016, DHR issued a Request for Statement of Qualifications (RFSQ) for Investigation 
Services. The solicitation was posted on the County’s Contracting website as well as DHR’s 
departmental website. The RFSQ is posted as an open, continuous solicitation with priority review 
being given to any Statements of Qualification (SOQ) received by May 25, 2016; the solicitation will 
remain open during the term of the Master Agreement or until a panel of investigators that meets the 
needs of the County has been established. Upon your Board’s approval, the Director of Personnel 
will execute Master Agreements with all vendors who meet the minimum qualifications and are 
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determined to be qualified.

IMPACT ON CURRENT SERVICES (OR PROJECTS)

There will be no negative impact on current Department operations and services.

CONCLUSION

Upon approval by your Board, please return three adopted copies of this Board letter to DHR’s 
Contracts Unit, attention Darolyn Jensen.

Should you have any questions, please contact me at (213) 974-2406, or your staff may contract 
Epifanio Peinado, Chief Deputy Director, at (213) 974-2451.

LISA M. GARRETT

Director of Personnel

Enclosures

Respectfully submitted,

DSK
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MASTER AGREEMENT BETWEEN 

COUNTY OF LOS ANGELES, 

HUMAN RESOURCES DEPARTMENT 

AND 

(CONTRACTOR) 

FOR 

INVESTIGATION SERVICES 

              

This Master Agreement and Exhibits made and entered into this ___ day of 
____________, 2016 by and between the County of Los Angeles, Human 
Resources Department, hereinafter referred to as County, and (CONTRACTOR), 
hereinafter referred to as Contractor, to provide Investigation Services.   

RECITALS 

WHEREAS, the County may contract with private businesses for investigation 
services when certain requirements are met; and 

WHEREAS, the Contractor is a private firm specializing in providing investigation 
services; and 

WHEREAS, this Master Agreement is therefore authorized under California 
Codes, Government Code Section 31000 which authorizes the Board of 
Supervisors to contract for special services; and 

WHEREAS, the Board of Supervisors has authorized the Director of Human 
Resources Department or designee to execute and administer this Master 
Agreement; and 

NOW THEREFORE, in consideration of the mutual covenants contained herein, 
and for good and valuable consideration, the parties agree to the following: 

1.0 APPLICABLE DOCUMENTS 

Exhibits A, B, C, D, E, F, G, H, I, J, and K are attached to and form a part 
of this Master Agreement.  In the event of any conflict or inconsistency in 
the definition or interpretation of any word, responsibility, schedule, or the 
contents or description of any task, deliverable, goods, service, or other 
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work, or otherwise between the base Master Agreement and the Exhibits, 
or between Exhibits, such conflict or inconsistency shall be resolved by 
giving precedence first to the Master Agreement and then to the Exhibits 
according to the following priority: 

Standard Exhibits: 

1.1 EXHIBIT A -  Statement of Work  

1.2 EXHIBIT B - Pricing Schedule  

1.3 EXHIBIT C - Contractor’s Case Schedule  

1.4 EXHIBIT D -   Contractor’s EEO Certification  

1.5 EXHIBIT E -  County’s Administration  

1.6 EXHIBIT F -  Contractor’s Administration 

1.7 EXHIBIT G - Forms Required at the Time of Contract Execution and 
  Before Work Begins  

1.8 EXHIBIT H - Sample Work Order and Contractor Certification  
  Required Before Work on Case Assignment(s) Begin  

1.9 EXHIBIT I –  Jury Service Ordinance 

1.10 EXHIBIT J –  Safely Surrender Baby Law 

1.11 EXHIBIT K - Information Security Requirements 

This Master Agreement and the Exhibits hereto constitute the complete and 
exclusive statement of understanding between the parties, and supersedes 
all previous Master Agreements, written and oral, and all communications 
between the parties relating to the subject matter of this Master Agreement.  
No change to this Master Agreement shall be valid unless prepared 
pursuant to sub-paragraph 8.1 - Amendments and signed by both parties. 

2.0 DEFINITIONS 

The headings herein contained are for convenience and reference only and 
are not intended to define the scope of any provision thereof. The following 
words as used herein shall be construed to have the following meaning, 
unless otherwise apparent from the context in which they are used.  

2.1 Active Contractor:  Identifies a Qualified Contractor who is in 
compliance with the terms and conditions and whose evidence of 
insurance requirements have all been received by the Department 
and are valid and in effect at the time of a given Work Order award.  
As used herein, the terms Active Contractor and Contractor may be 
used interchangeably throughout this document. 
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2.2 Business Days:  Monday through Friday, except for official holidays 
observed by the County of Los Angeles. 

2.3 Capacity: The Contractor’s ability to be assigned equity and/or 
personnel cases by the County, to accept the cases and to timely 
meet all tasks, deliverables and expectations as required and  
described in the Master Agreement (see RFSQ Appendix H – 
Sample Master Agreement.)  

2.4 Contractor Project Manager:  The individual designated by the 
Contractor to administer the Master Agreement operations after the 
Master Agreement award. 

2.5 County Master Agreement Program Director (MAPD):  Person 
designated by Director with authority to negotiate and recommend all 
changes on behalf of County.   

2.6 County Project Director:  Person designated by Director of 
Personnel with authority to approve issuance and execution of all 
Work Orders. 

2.7 County Project Manager:  Person designated as chief contact 
person with respect to the day-to-day administration of the Master 
Agreement. 

2.8 County’s Work Order Directors:  Responsible for coordinating and 
monitoring the Work Order. 

2.9 Day(s):  Calendar day(s) unless otherwise specified. 

2.10 Director:  Director of Personnel, Department of Human Resources. 

2.11 Extended Term:  The optional extension periods for the term of the 
Master Agreement as specified in Paragraph 4.2. 

 2.12 Fiscal Year:  The twelve (12) month period beginning July 1st and 
ending the following June 30th. 

 2.13 Initial Term:  The term of the Master Agreement as specified in 
Master Agreement Paragraph 4.1. 

 2.14 Master Agreement:  County’s standard agreement executed 
between County and individual Contractors.  It sets forth the terms 
and conditions for the issuance and performance of, and otherwise 
governs, subsequent Work Orders.  

 2.15 Qualified Contractor:  A Contractor who has submitted a 
Statement of Qualifications (SOQ) in response to County’s Request 
For Statement of Qualifications (RFSQ); has met the minimum 
qualifications listed in the RFSQ, and has an executed Master 
Agreement with the Department of Human Resources. 
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 2.16 Request For Statement of Qualifications (RFSQ):  A solicitation 
based on establishing a pool of Qualified Vendors to provide 
services through Master Agreements. 

 2.17 Statement of Qualifications (SOQ):  A Contractor’s response to an 
RFSQ. 

 2.18 Statement of Work: A written description of tasks and/or 
deliverables desired by County for services provided pursuant to the 
Master Agreement. 

 2.19 Training Period:  A period of time that Contractor will be provided 
training on the County Policy of Equity, and more extensive guidance 
and oversight by the County on the equity investigative process for 
the equity investigation case(s) assigned to Contractor, including the 
requirements, processes, procedures standards and expectations of 
the County for equity investigations being conducted under this 
Master Agreement.   

 2.20 Work Order:  A subordinate agreement executed wholly within and 
subject to the provisions of this Master Agreement, for the 
performance of tasks and/or provision of deliverables as described in 
Exhibit A.1 and A.2 - Statements of Work attached to the Master 
Agreement.  No work shall be performed by Contractors except in 
accordance with executed Work Orders. 

3.0 WORK   

3.1 Pursuant to the provisions of this Master Agreement, the Contractor 
shall fully perform, complete and deliver on time, all tasks, 
deliverables, services and other work as set forth herein.  

3.2 Each assigned Work Orders shall issue case assignment(s) to 
Contractor; Contractor shall provide services for the assigned 
case(s) as described in Exhibit A.1 and A.2 – Statements of Work 
attached to the Master Agreement.  Payment for all work shall be 
based on an hourly rate as described in Sub-Paragraph 5.4 – 
Invoices and Payments.   

3.3 If Contractor provides any task, deliverable, service, or other work to 
County that utilizes other than approved Contractor Personnel, 
and/or that goes beyond the scope of the Work Order, and/or that is 
performed prior to or after the term of the executed Master 
Agreement, these shall be gratuitous efforts on the part of Contractor 
for which Contractor shall have no claim whatsoever against County. 

3.4 County procedures for issuing and executing Work Orders are as set 
forth in this sub-paragraph 3.4.  Upon determination by County to 
assign case(s) to a qualified Master Agreement Contractor for 
investigation and related services, County shall issue a Work Order. 



 

Master Agreement for Investigation Services Page 9  
June 2016  

3.4.1 Case assignments will be made to Contractors throughout 
the term of the Master Agreement on a rotational basis 
which factors in Contractor’s Capacity and completion of 
Training Period for equity investigations. 

Personnel Investigations 

3.4.2 Contractors' case assignments for personnel investigations 
will be rotated on an equal, rotational basis, with each 
Contractor receiving personnel investigation case 
assignments based on a rotational schedule; this rotational 
methodology will be applied as to each Contractor 
regardless of the number of investigators Contractor has had 
cleared/approved by the County. 

3.4.3 Within two (2) business days of each case assignment, 
Contractors will be required to certify their ability to handle 
the case assignment in compliance with the expectations 
and requirements specified in the Master Agreement and 
Statement of Work; failure to so certify may result in the 
rescission of the particular case assignment as determined 
in the sole discretion of County’s Project Director, and may 
also impact future assignment of cases to Contractor under 
this Master Agreement. 

3.4.4 Work Orders issued by the County with case assignments 
which are not accepted and certified by a Contractor will be 
assigned to the next Contractor on the rotational schedule.  
This process will continue until the Work Order with case 
assignments has been accepted and certified by a 
Contractor. 

3.4.5 Contractor’s failure to accept and certify Work Orders with 
case assignments may result in the Contractor being 
removed from the rotational schedule by the County until 
such time as the Contractor and County mutually agree that 
Contractor has the Capacity to begin accepting case 
assignments under this Master Agreement. 

3.4.6 Upon issuance of a work order, all Contractors must be 
available to commence work as of the date of issuance of the 
Work Order.  Inability of Contractor to comply with such 
commencement date may be cause for disqualification of 
Contractor from the particular Work Order as determined in 
the sole discretion of County’s Project Director. 

3.4.7 Contractors not meeting standards and requirements on 
assigned cases as set forth in the Statement of Work may be 
removed from the rotational assignment of cases.  
Contractor will not be meeting standards and requirements 
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on assigned cases if over 50% of its Investigative Reports 
submitted to the County for approval require significant or 
extensive substantive revisions and/or additional 
investigative work.   

Equity Investigations 

3.4.8 A Training Period for the County Policy of Equity and equity 
investigations will be provided by the County to Contractor.  
The Training Period will commence immediately following 
execution of a Master Agreement with Contractor and shall 
conclude upon the County’s determination, in its sole 
judgment, of Contractor’s ability to successfully and timely 
complete equity investigations as described and required in 
this Master Agreement.   

3.4.9 During the Training Period, Contractors will initially be 
assigned equity investigation cases outside the rotational 
schedule after completing the County training for equity 
investigations (see Appendix H, Exhibits A.1 and A.2 – 
Statements of Work, Paragraph 6.8 – Training).  The number 
of equity investigation cases that will be assigned during the 
Training Period will be based on the County’s assessment, 
in its sole discretion, of Contractor’s ability to successfully 
and timely complete equity investigations as described and 
required in this Master Agreement.  (Note:  Contractors will 
continue to be assigned personnel investigations during the 
Training Period based on the rotational schedule.) 

3.4.10 Upon the County determination that Contractor has the 
ability to successfully and timely complete equity 
investigations as described and required in this Master 
Agreement, Contractor will be eligible to receive equity 
investigation case assignments based on the rotational 
schedule.  Until such time as County has made this 
determination, Contractor will not receive equity investigation 
case assignments as part of the rotational schedule. 

3.4.11 If after one (1) year Contractor is unable to demonstrate to 
the County that it has the ability to successfully and timely 
complete equity investigations as described and required in 
this Master Agreement, the County may terminate 
Contractor’s Training Period and Contractor will not be 
eligible to receive equity investigations as part of the 
rotational schedule for this Master Agreement. 

3.5 In the event Contractor defaults three (3) times under sub-
paragraph 3.4.3 during the term of the Master Agreement, then 
County may terminate this Master Agreement pursuant to Sub-
paragraph 8.42, Termination For Default. 
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4.0 TERM OF MASTER AGREEMENT 

4.1 This Master Agreement is effective upon the date of its execution 
by Director of Personnel or his/her designee as authorized by the 
Board of Supervisors.  This Master Agreement shall expire on 
__________________, which is three (3) years from the date of 
execution of the first Master Agreement executed for these 
contracted services (hereinafter “Initial Term”), unless sooner 
extended or terminated, in whole or in part, as provided herein. 

4.2 At the end of the Master Agreement Initial Term, the County may, 
at its sole option, extend the term of this Master Agreement for up 
to two (2) additional one-year optional extension periods (each, 
hereinafter, an “Extended Term”), one (1) year at a time, for a 
maximum total term of this Master Agreement of five (5) years; 
however, if County elects not to exercise its option to extend at the 
end of the Initial Term or the first Extended Term, as applicable, the 
remaining option(s) shall lapse.  County shall be deemed to have 
exercised each of its options automatically, without further action, 
unless, no later than the Initial Term or the first Extended Term, as 
applicable, County notifies Contractor in writing that County elects 
not to extend the Master Agreement pursuant to this Paragraph 4.2.  
The optional extensions shall be exercised at the sole discretion of 
the Director of Personnel or his/her designee as authorized by the 
Board of Supervisors.   

The County maintains databases that track/monitor contractor 
performance history.  Information entered into such databases may 
be used for a variety of purposes, including determining whether 
the County will exercise a contract term extension option. 

4.3 Contractor shall notify the Department of Human Resources when 
this Master Agreement is within six (6) months from the expiration 
of the term as provided for hereinabove.  Upon occurrence of this 
event, Contractor shall send written notification to the Department 
Human Resources at the address herein provided in Exhibit E – 
County’s Administration. 

5.0 CONTRACT SUM 

5.1 Contractor shall not be entitled to any payment by County under this 
Master Agreement except pursuant to validly executed and 
satisfactorily performed Work Orders.  The Pricing Schedule for 
services performed under this Master Agreement are provided in 
Exhibit B – Pricing Schedule. 

 The Hourly Rate provided in Exhibit B – Pricing Schedule is an all-
inclusive, blended rate to compensate Contractor for all services, 
tasks, and deliverables provided by Contractor pursuant to the terms 
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and requirements of the Master Agreement.  The Hourly Rate is to 
be applied to hours worked by investigators only for time worked 
investigating cases, preparing or modifying reports, and, when 
requested by the County in writing, to appear at hearings.  The 
Hourly Rate may also be applied with the written pre-approval of the 
County for investigators time in preparing for testimony at a hearing.   

5.2 The Contractor shall not be entitled to payment or reimbursement for 
any tasks or services performed, nor for any incidental or 
administrative expenses whatsoever incurred in or incidental to 
performance hereunder, except as specified herein. Assumption or 
takeover of any of the Contractor’s duties, responsibilities, or 
obligations, or performance of same by any entity other than the 
Contractor, whether through assignment, subcontract, delegation, 
merger, buyout, or any other mechanism, with or without 
consideration for any reason whatsoever, shall occur only with the 
County’s express prior written approval. 

5.3 No Payment for Services Provided Following Expiration/ 
Termination of Master Agreement 

 Contractor shall have no claim against County for payment of any 
money or reimbursement, of any kind whatsoever, for any service 
provided by Contractor after the expiration or other termination of 
this Master Agreement.  Should Contractor receive any such 
payment it shall immediately notify County and shall immediately 
repay all such funds to County.  Payment by County for services 
rendered after expiration/termination of this Master Agreement shall 
not constitute a waiver of County’s right to recover such payment 
from Contractor.  This provision shall survive the expiration or other 
termination of this Master Agreement. 

 5.4 Invoices and Payments 

  5.4.1 The Contractor shall invoice the County only for providing the 
tasks, deliverables, services, and other work authorized 
pursuant to this Master Agreement and specified in Exhibit 
A.1 and A.2 – Statements of Work and elsewhere 
hereunder.  The Contractor shall prepare invoices, which 
shall include the charges owed to the Contractor by the 
County under the terms of this Master Agreement.  The 
Contractor’s payments shall be as provided in Exhibit B – 
Pricing Schedule, and the Contractor shall be paid only for 
the tasks, deliverables, goods, services, and other work 
approved in writing by the County.  If the County does not 
approve work in writing, no payment shall be due to the 
Contractor for that work. 

  5.4.2 The Contractor’s invoices shall be priced in accordance with 
Exhibit B – Pricing Schedule. 
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   The Hourly Rate provided in Exhibit B – Pricing Schedule is 
an all-inclusive, blended rate to compensate Contractor for 
all services, tasks, and deliverables provided by Contractor 
pursuant to the terms and requirements of the Master 
Agreement.  The Hourly Rate is to be applied to hours 
worked by investigators only for time worked investigating 
cases, preparing or modifying reports, and, when requested 
by the County in writing, to appear at hearings.  The Hourly 
Rate may also be applied with the written pre-approval of the 
County for investigators time in preparing for testimony at a 
hearing.   

   County shall not pay Contractor for any overtime premiums, 
travel expenses, meals, lodging, holidays, vacation, sick 
leave, per diem, or miscellaneous expenses, etc. 

  5.4.3 All work performed by, and all invoices submitted by, 
Contractor pursuant to Work Orders issued hereunder must 
receive the written approval of County’s Project Director or 
designee, who shall be responsible for a detailed evaluation 
of Contractor’s performance before approval of work and/or 
payment of invoices is permitted. 

5.4.4 Invoice Submission and Content 

 The following monthly billing and payment process will be 
utilized during the term of this Master Agreement: 

 Contractors are to bill for case investigative services provided 
under this Master Agreement only upon submission of the 
Investigative Report to the County and County’s acceptance 
thereof.  Subsequent to County’s acceptance of the 
Investigative Report, Contractor may invoice all billable hours 
worked by Contractor’s investigators from time of case 
assignment to time of County’s acceptance of Investigative 
Report; these hours are to be invoiced for the billing cycle in 
which the Investigative Report was accepted by the County.  
Billable hours worked by Contractor’s investigators 
subsequent to County’s acceptance of the Investigative 
Report are to be invoiced for the billing cycle in which the 
billable hours were worked.  Approved billable hours for 
services received will be calculated and paid at a pre-
determined hourly rate as detailed in Exhibit B – Pricing 
Schedule.  

 5.4.5 Billable Hours 

 Contractor may invoice County for services provided pursuant 
to this Master Agreement through the following billable hours 
only: 



 

Master Agreement for Investigation Services Page 14  
June 2016  

 All hours worked by Contractor’s investigators 
conducting case investigation(s) from the date a case 
is assigned to Contractor through the date the 
Investigative Report is submitted to and accepted by 
the County;   

 All hours worked by Contractor’s investigators writing 
reports, or providing modifications (re-writes) to 
previously submitted reports at the request of the 
County; 

 All hours worked by Contractor’s investigators 
appearing and/or providing testimony at the request of 
the County at the CPOE Panel, Civil Service 
Commission and/or various other entities or hearings; 

 With prior written request of Contractor and written pre-
approval of the County only, all hours worked by 
Contractor’s investigators as preparation time for said 
appearance/testimony; and 

 All hours worked by Contractor’s investigator to appear 
at any other meetings as requested by the County. 

5.4.6 All billable hours are to be invoiced in hourly or 15-minute 
increments.  

5.4.7 Billing Cycle 

 Billing cycle will be from the first day of the month through the 
last day of each month.   Contractor will submit one 
monthly invoice per billing cycle. 

5.4.8 The Contractor shall submit the monthly invoices to the 
County by the 15th day of the month following the month of 
delivery and acceptance of Investigative Report; and, 
subsequent to the County’s acceptance of the Investigative 
Report, any billable hours worked by Contractor’s investigator 
during the subject billing cycle. 

  5.4.9 Invoices under this Master Agreement shall be submitted as 
follows: 

Department of Human Resources 
Attention:  Fiscal Services 

Kenneth Hahn Hall of Administration 
500 W. Temple Street, Room 585 

Los Angeles, CA 90012 
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  5.4.10 Invoice Content 

   The period of performance specified in Contractor’s 
invoice(s) must coincide with the period of performance 
specified in the applicable Work Order. 

 Each invoice submitted by Contractor shall specify:  

 County Work Order number(s) and Contractor’s Master 
Agreement number; 

 Period of performance of work being invoiced; 

 Name(s) and title of person(s) who performed the work; 

 Invoice to be itemized in two sections, with County Equity 
Investigations Unit (CEIU) cases in a separate invoice 
section from Human Resources Departmental Support 
Unit (HRDS) cases.  All invoices will be itemized by the 
CEIU case number and the HRDS case numbers only, 
and are to contain no information disclosing the identify of 
any individual involved in the case.   

 For each case, billing is to provide a brief description of 
the work done during the billable hours for which 
payment is claimed (e.g., investigate case, prepare 
reports, or to appear at or prepare for hearings), the dates 
and number of hours worked and the hourly billing rate 
being applied to the itemized hours, with a total amount 
being billed for each case.   

 The total amount of the invoice. 

5.4.11 County Approval of Invoices  

All invoices submitted by the Contractor for payment must 
have the written approval of the County’s Project Manager 
prior to any payment thereof. In no event shall the County 
be liable or responsible for any payment prior to such 
written approval. Approval for payment will not be 
unreasonably withheld. 

6.0 ADMINISTRATION OF MASTER AGREEMENT - COUNTY 

COUNTY ADMINISTRATION 

A listing of all County Administration referenced in the following sub-
paragraphs are designated in Exhibit E – County’s Administration.  The 
County shall notify the Contractor in writing of any change in the names or 
addresses shown. 
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6.1 County’s Master Agreement Program Director (MAPD)  

The MAPD has the authority to negotiate, recommend all changes to 
this Master Agreement, and resolve disputes between the 
Department of Human Resources and Contractor.  

6.2 County’s Project Director 

The County’s Project Director, or designee, is the approving 
authority for execution of individual Work Orders. 

6.3 County’s Work Order Director  

The Work Order Director will be assigned by the County’s Project 
Director. 

6.3.1 The responsibilities of the Work Order Director include: 

 Shall, at the direction of the County Project Manager, 
prepare and issue Work Orders and any Amendments 
thereto 

 monitoring and tracking that the timeline requirements for 
investigative services and administrative tasks articulated 
in the Statement of Work are complied with satisfactorily; 
and 

 coordinating with the County’s Project Manager, on a 
regular basis, to monitor and report on Contractor 
performance and progress on executed Work Order(s). 

6.3.2 County’s Work Order Director is not authorized to make any 
changes in Work Order labor rates, dollar totals or periods of 
performance, or in the terms and conditions of this Master 
Agreement, except through formally prepared Amendments, 
sub-paragraph 8.1. 

6.4 County’s Project Manager  

The County’s Project Manager is County’s chief contact person with 
respect to the day-to-day administration of this Master Agreement.  
The County’s Project Manager shall direct the preparation and 
issuance of Work Orders and any Amendments thereto, and 
generally be the first person for Contractor to contact with any 
questions. 

6.4.1 The responsibilities of the County’s Project Manager include: 

 ensuring that Contractor is provided, on request, such 
information, coordination, documentation, and materials 
as may be reasonably required by Contractor to perform 
Work Orders; 
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 ensuring that the technical standards and task 
requirements articulated in the Statement of Work are 
complied with satisfactorily; 

 coordinating and monitoring the work of Contractor, and 
for ensuring that this Master Agreement's objectives are 
met; 

 coordinating with the County’s Work Order Director, on a 
regular basis, to monitor and report on Contractor 
performance and progress on executed Work Order(s); 
and 

 providing direction to Contractor in the areas relating to 
County policy, information requirements, and procedural 
requirements. 

6.4.2 County’s Project Manager is not authorized to make any 
changes in Work Order hourly rates or periods of 
performance, or in the terms and conditions of this Master 
Agreement, except through formally prepared  Amendments, 
pursuant to sub-paragraph 8.1. 

7.0 ADMINISTRATION OF MASTER AGREEMENT - CONTRACTOR 

A listing of all of Contractor’s Administration referenced in the following 
subparagraphs are designated in Exhibit F - Contractor’s Administration.  
The Contractor will notify the County in writing of any change in the names 
or addresses shown. 

7.1 Contractor’s Project Manager  

7.1.1 Contractor’s Project Manager is designated in Exhibit F – 
Contractor’s Administration.  The Contractor shall notify the 
County in writing of any change in the name or address of 
the Contractor’s Project Manager. 

7.1.2 Contractor’s Project Manager shall be responsible for 
Contractor’s day-to-day activities as related to this Master 
Agreement and shall coordinate with County’s Work Order 
Directors on a regular basis with respect to all active Work 
Orders. 

7.2 Contractor’s Authorized Official(s) 

  7.2.1 Contractor’s Authorized Official(s) are designated in Exhibit 
F - Contractor’s Administration.  Contractor shall promptly 
notify County in writing of any change in the name(s) or 
address(es) of Contractor’s Authorized Official(s). 

  7.2.2 Contractor represents and warrants that all requirements of 
Contractor have been fulfilled to provide actual authority to 
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such officials to execute documents under this Master 
Agreement on behalf of Contractor. 

7.3 Approval of Contractor’s Staff  

  County has the absolute right to approve or disapprove all of 
Contractor’s staff performing work hereunder and any proposed 
changes in Contractor’s staff, including, but not limited to, 
Contractor’s Project Manager.  Additionally, County has the 
absolute right to require specific Contractor’s staff be removed from 
specific cases. 

7.4 Contractor’s Staff Identification  

7.4.1 All of Contractor’s employees assigned to County facilities 
are required to have a County Identification (ID) badge on 
their person and visible at all times.  Contractor bears all 
expense of the badging. 

7.4.2 Contractor is responsible to ensure that employees have 
obtained a County ID badge before they are assigned to work 
in a County facility.  Contractor personnel may be asked to 
leave a County facility by a County representative if they do 
not have the proper County ID badge on their person.     

7.4.3 Contractor shall notify the County within one business day 
when staff is terminated from working under this Master 
Agreement.  Contractor shall retrieve and return an 
employee’s ID badge to the County on the next business day 
after the employee has terminated employment with the 
Contractor.  

7.4.4 If County requests the removal of Contractor’s staff, 
Contractor shall retrieve and return an employee’s ID badge 
to the County on the next business day after the employee 
has been removed from working on the County’s Master 
Agreement. 

7.4.5 Contractor is responsible to ensure that if any County ID 
which has been issued to a Contractor employee has been 
lost or stolen, Contractor’s employee shall immediately file a 
police report and shall submit a copy of that report to the 
Contractor, and Contractor shall immediately provide a copy 
to the County’s Project Director. 

7.4.6 The County will issue to such person another County 
Contractor ID badge only upon submission of the police 
report and obtaining an affidavit, or declaration signed by 
such person under penalty of perjury, stating that the County 
Contractor ID badge has been lost or stolen and cannot be 
found.  



 

Master Agreement for Investigation Services Page 19  
June 2016  

7.4.7 Every Contractor employee to whom a County Contractor ID 
is issued shall agree, in writing, that he or she will return 
such Contractor ID badge to his or her employer upon the 
termination of his/her employment or other status upon 
which his/her right to retain such Contractor ID badge is 
based. 

7.4.8 Contractor shall further agree, in writing, to pay $25.00 to the 
County for the replacement of each such Contractor ID 
badge if it is not returned, or if it is lost, damaged or 
destroyed because of Contractor employee’s negligence.  

7.4.9 Contractor shall be responsible for obtaining the County 
Contractor identification badges from the County for its 
employees and distributing them to its employees.    

7.4.10 Contractor shall be responsible for timely obtaining each of the 
County Contractor identification badges from its employees 
and returning them to the County pursuant to the requirements 
in this Paragraph 7.4. 

7.5 Background and Security Investigations 

7.5.1 Each of Contractor’s staff performing services under this 
Master Agreement shall undergo and pass a background 
investigation to the satisfaction of County as a condition of 
beginning and continuing to perform services under this 
Master Agreement. Such background investigation may 
include, but shall not be limited to, criminal conviction 
information obtained through fingerprints submitted to the 
California Department of Justice (DOJ) to include State, 
local, and federal-level review.  The fees associated with the 
background investigation shall be at the expense of the 
Contractor, regardless if the member of Contractor’s staff 
passes or fails the background investigation.  

  
7.5.2  Contractor is responsible for ensuring that all Contractor’s 

staff have submitted their fingerprints through the DOJ 
Livescan system and have received clearance from DHR 
prior to commencing work on these contracted services.  
Contractor shall make arrangements for Contractor’s staff to 
submit their fingerprints through DHR.  DHR will conduct a 
review of the DOJ results to determine clearance for 
Contractor’s staff. 

  
7.5.3  If a member of Contractor’s staff does not pass the 

background investigation, County may request that the 
member of Contractor’s staff be immediately removed from 
performing services under the Master Agreement at any time 
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during the term of the Master Agreement. County will not 
provide to Contractor or to Contractor’s staff any information 
obtained through the County’s background investigation.  

  
7.5.4  County, in its sole discretion, may immediately deny or 

terminate facility access to any member of Contractor’s staff 
that does not pass such investigation to the satisfaction of 
the County or whose background or conduct is incompatible 
with County facility access.  

 

7.5.5  Disqualification of any member of Contractor’s staff pursuant 
to this Paragraph 7.5 shall not relieve Contractor of its 
obligation to complete all work in accordance with the terms 
and conditions of this Master Agreement. 

 7.6 Confidentiality 

7.6.1. Contractor shall maintain the confidentiality of all records 
and information in accordance with all applicable Federal, 
State and local laws, rules, regulations, ordinances, 
directives, guidelines, policies and procedures relating to 
confidentiality, including, without limitation, County policies 
concerning information technology security and the 
protection of confidential records and information. 

7.6.2 Contractor shall indemnify, defend, and hold harmless 
County, its officers, employees, and agents, from and 
against any and all claims, demands, damages, liabilities, 
losses, costs and expenses, including, without limitation, 
defense costs and legal, accounting and other expert, 
consulting, or professional fees, arising from, connected 
with, or related to any failure by Contractor, its officers, 
employees, agents, or subcontractors, to comply with this 
Paragraph 7.6, as determined by County in its sole 
judgment. Any legal defense pursuant to Contractor’s 
indemnification obligations under this Paragraph 7.6 shall be 
conducted by Contractor and performed by counsel selected 
by Contractor and approved by County.  Notwithstanding the 
preceding sentence, County shall have the right to 
participate in any such defense at its sole cost and expense, 
except that in the event Contractor fails to provide County 
with a full and adequate defense, as determined by County 
in its sole judgment, County shall be entitled to retain its own 
counsel, including, without limitation, County Counsel, and 
reimbursement from Contractor for all such costs and 
expenses incurred by County in doing so.  Contractor shall 
not have the right to enter into any settlement, agree to any 



 

Master Agreement for Investigation Services Page 21  
June 2016  

injunction, or make any admission, in each case, on behalf 
of County without County’s prior written approval. 

7.6.3 Contractor shall inform all of its officers, employees, agents 
and subcontractors providing services hereunder of the 
confidentiality provisions of this Master Agreement. 

7.6.4 Contractor shall sign and adhere to the provisions of the 
“Contractor Acknowledgement and Confidentiality 
Agreement”, Exhibit G3. 

7.6.5 Contractor shall cause each employee performing services 
covered by this Master Agreement to sign and adhere to the 
provisions of the “Contractor’s Employee Acknowledgment 
and Agreement:  Confidentiality and No Conflict of Interest”, 
Exhibit G4. 

7.6.6 Contractor shall cause each non-employee performing 
services covered by this Master Agreement to sign and 
adhere to the provisions of the “Contractor’s Employee 
Acknowledgment and Agreement: Confidentiality and No 
Conflict of Interest”, Exhibit G5. 

8.0 STANDARD TERMS AND CONDITIONS 

8.1 AMENDMENTS 

 8.1.1 For any change which affects the scope of work, term, 
contract sum, payments, or any term or condition included 
under this Master Agreement, an amendment to the Contract 
shall be prepared and executed by the Contractor and by the 
Board of Supervisors. 

 8.1.2 The County’s Board of Supervisors or Chief Executive Officer 
or designee may require the addition and/or change of certain 
terms and conditions in the Master Agreement during the term 
of this Master Agreement.  The County reserves the right to 
add and/or change such provisions as required by the 
County’s Board of Supervisors or Chief Executive Officer.  To 
implement such orders, an Amendment to the Master 
Agreement shall be prepared and executed by the Contractor 
and by the Director of Personnel or his/her designee.  

 8.1.3 The Director of Personnel, or his/her designee may, at 
his/her sole discretion, authorize extensions of time as 
defined in Paragraph 4.0 - Term of Master Agreement.  The 
Contractor agrees that such extensions of time shall not 
change any other term or condition of this Master Agreement 
during the period of such extensions.    
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8.2 ASSIGNMENT AND DELEGATION  

 8.2.1 The Contractor shall not assign its rights or delegate its duties 
under this Master Agreement, or both, whether in whole or in 
part, without the prior written consent of County, in its 
discretion, and any attempted assignment or delegation 
without such consent shall be null and void.  For purposes of 
this sub-paragraph, County consent shall require a written 
amendment to the Master Agreement, which is formally 
approved and executed by the parties.  Any payments by the 
County to any approved delegate or assignee on any claim 
under this Master Agreement shall be deductible, at County’s 
sole discretion, against the claims, which the Contractor may 
have against the County. 

 8.2.2 Shareholders, partners, members, or other equity holders of 
Contractor may transfer, sell, exchange, assign, or divest 
themselves of any interest they may have therein.  However, 
in the event any such sale, transfer, exchange, assignment, or 
divestment is effected in such a way as to give majority 
control of Contractor to any person(s), corporation, 
partnership, or legal entity other than the majority controlling 
interest therein at the time of execution of the Master 
Agreement, such disposition is an assignment requiring the 
prior written consent of County in accordance with applicable 
provisions of this Master Agreement. 

 8.2.3 Any assumption, assignment, delegation, or takeover of any 
of the Contractor’s duties, responsibilities, obligations, or 
performance of same by any entity other than the Contractor, 
whether through assignment, subcontract, delegation, 
merger, buyout, or any other mechanism, with or without 
consideration for any reason whatsoever without County’s 
express prior written approval, shall be a material breach of 
the Master Agreement which may result in the termination of 
this Master Agreement.  In the event of such termination, 
County shall be entitled to pursue the same remedies against 
Contractor as it could pursue in the event of default by 
Contractor. 

8.3 AUTHORIZATION WARRANTY 

 The Contractor represents and warrants that the person executing 
this Master Agreement for the Contractor is an authorized agent who 
has actual authority to bind the Contractor to each and every term, 
condition, and obligation of this Master Agreement and that all 
requirements of the Contractor have been fulfilled to provide such 
actual authority.  
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8.4 COMPLAINTS 

 The Contractor shall develop, maintain and operate procedures for 
receiving, investigating and responding to complaints received from 
the County against the Contractor and/or Contractor’s staff.  

8.4.1 Within ten (10) business days after the Master Agreement 
effective date, the Contractor shall provide the County with 
the Contractor’s policy for receiving, investigating and 
responding to County complaints against the Contractor 
and/or Contractor’s staff. 

  8.4.2 The County will review the Contractor’s policy and provide 
the Contractor with approval of said plan or with requested 
changes. 

  8.4.3 If the County requests changes in the Contractor’s policy, 
the Contractor shall make such changes and resubmit the 
plan within ten (10) business days for County approval. 

  8.4.4 If, at any time, the Contractor wishes to change the 
Contractor’s policy, the Contractor shall submit proposed 
changes to the County for approval before implementation. 

  8.4.5 The Contractor shall preliminarily investigate all complaints 
and notify the County’s Project Manager of the status of the 
investigation within five (5) business days of receiving the 
complaint. 

  8.4.6 When complaints against Contractor and/or Contractor’s 
Staff cannot be resolved informally, a system of follow-
through shall be instituted which adheres to formal plans for 
specific actions and strict time deadlines. 

 8.4.7 Written responses to complaints against Contractor and/or 
Contractor’s Staff shall be provided to the County’s Project 
Director within five (5) business days of receipt of complaint, 
unless additional time to respond is requested by Contractor 
in writing and approved in writing by the County’s Project 
Director. 

8.5 COMPLIANCE WITH APPLICABLE LAW 

8.5.1 In the performance of this Master Agreement, Contractor 
shall comply with all applicable Federal, State and local 
laws, rules, regulations, ordinances, directives, guidelines, 
policies and procedures, and all provisions required thereby 
to be included in this Master Agreement are hereby 
incorporated herein by reference. 

8.5.2 Contractor shall indemnify, defend, and hold harmless 
County, its officers, employees, and agents, from and 
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against any and all claims, demands, damages, liabilities, 
losses, costs, and expenses, including, without limitation, 
defense costs and legal, accounting and other expert, 
consulting or professional fees, arising from, connected 
with, or related to any failure by Contractor, its officers, 
employees, agents, or subcontractors, to comply with any 
such laws, rules, regulations, ordinances, directives, 
guidelines, policies, or procedures, as determined by 
County in its sole judgment.  Any legal defense pursuant to 
Contractor’s indemnification obligations under this 
Paragraph 8.5 shall be conducted by Contractor and 
performed by counsel selected by Contractor and 
approved by County.  Notwithstanding the preceding 
sentence, County shall have the right to participate in any 
such defense at its sole cost and expense, except that in 
the event Contractor fails to provide County with a full and 
adequate defense, as determined by County in its sole 
judgment, County shall be entitled to retain its own 
counsel, including, without limitation, County Counsel, and 
reimbursement from Contractor for all such costs and 
expenses incurred by County in doing so.  Contractor shall 
not have the right to enter into any settlement, agree to any 
injunction or other equitable relief, or make any admission, 
in each case, on behalf of County without County’s prior 
written approval. 

8.6 COMPLIANCE WITH CIVIL RIGHTS LAWS 

The Contractor hereby assures that it will comply with 
Subchapter VI of the Civil Rights Act of 1964, 42 USC Sections 
2000 (e) (1) through 2000 (e) (17), to the end that no person shall, 
on the grounds of race, creed, color, sex, religion, ancestry, age, 
condition of physical handicap, marital status, political affiliation, or 
national origin, be excluded from participation in, be denied the 
benefits of, or be otherwise subjected to discrimination under this 
Master Agreement or under any project, program, or activity 
supported by this Master Agreement. The Contractor shall comply 
with Exhibit 3 - Contractor’s EEO Certification. 

8.7 COMPLIANCE WITH COUNTY’S JURY SERVICE PROGRAM 

8.7.1 Jury Service Program:  This Master Agreement is subject to 
the provisions of the County’s ordinance entitled Contractor 
Employee Jury Service (“Jury Service Program”) as codified 
in Sections 2.203.010 through 2.203.090 of the Los Angeles 
County Code, a copy of which is attached as Exhibit I and 
incorporated by reference into and made part of this Master 
Agreement. 
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8.7.2 Written Employee Jury Service Policy 

1. Unless Contractor has demonstrated to the County’s 
satisfaction either that Contractor is not a “Contractor” as 
defined under the Jury Service Program (Section 
2.203.020 of the County Code) or that Contractor 
qualifies for an exception to the Jury Service Program 
(Section 2.203.070 of the County Code), Contractor shall 
have and adhere to a written policy that provides that its 
Employees shall receive from the Contractor, on an 
annual basis, no less than five days of regular pay for 
actual jury service.  The policy may provide that 
Employees deposit any fees received for such jury 
service with the Contractor or that the Contractor deduct 
from the Employee’s regular pay the fees received for 
jury service. 

2. For purposes of this sub-paragraph, “Contractor” means 
a person, partnership, corporation or other entity which 
has a contract with the County or a subcontract with a 
County Contractor and has received or will receive an 
aggregate sum of $50,000 or more in any 12-month 
period under one or more County contracts or 
subcontracts.  “Employee” means any California resident 
who is a full time employee of Contractor.  “Full-time” 
means 40 hours or more worked per week, or a lesser 
number of hours if:  1) the lesser number is a recognized 
industry standard as determined by the County, or 2) 
Contractor has a long-standing practice that defines the 
lesser number of hours as full-time.  Full-time employees 
providing short-term, temporary services of 90 days or 
less within a 12-month period are not considered full-time 
for purposes of the Jury Service Program.  If Contractor 
uses any subcontractor to perform services for the 
County under the Master Agreement, the subcontractor 
shall also be subject to the provisions of this sub-
paragraph.  The provisions of this sub-paragraph shall be 
inserted into any such subcontract agreement and a copy 
of the Jury Service Program shall be attached to the 
agreement. 

3. If Contractor is not required to comply with the Jury 
Service Program when the Master Agreement 
commences, Contractor shall have a continuing 
obligation to review the applicability of its “exception 
status” from the Jury Service Program, and Contractor 
shall immediately notify County if Contractor at any time 
either comes within the Jury Service Program’s definition 
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of “Contractor” or if Contractor no longer qualifies for an 
exception to the Jury Service Program.  In either event, 
Contractor shall immediately implement a written policy 
consistent with the Jury Service Program.  The County 
may also require, at any time during the Master 
Agreement and at its sole discretion, that Contractor 
demonstrate to the County’s satisfaction that Contractor 
either continues to remain outside of the Jury Service 
Program’s definition of “Contractor” and/or that 
Contractor continues to qualify for an exception to the 
Program. 

4. Contractor’s violation of this sub-paragraph of the Master 
Agreement may constitute a material breach of the 
Master Agreement.  In the event of such material breach, 
County may, in its sole discretion, terminate the Master 
Agreement and/or bar Contractor from the award of 
future County contracts for a period of time consistent 
with the seriousness of the breach. 

8.8 CONFLICT OF INTEREST 

 8.8.1 No County employee whose position with the County enables 
such employee to influence the award of this Master 
Agreement or any competing Master Agreement, and no 
spouse or economic dependent of such employee, shall be 
employed in any capacity by the Contractor or have any other 
direct or indirect financial interest in this Master Agreement.  
No officer or employee of the Contractor who may financially 
benefit from the performance of work hereunder shall in any 
way participate in the County’s approval, or ongoing 
evaluation, of such work, or in any way attempt to unlawfully 
influence the County’s approval or ongoing evaluation of 
such work. 

8.8.2 The Contractor shall comply with all conflict of interest laws, 
ordinances, and regulations now in effect or hereafter to be 
enacted during the term of this Master Agreement.  The 
Contractor warrants that it is not now aware of any facts that 
create a conflict of interest.  If the Contractor hereafter 
becomes aware of any facts that might reasonably be 
expected to create a conflict of interest, it shall immediately 
make full written disclosure of such facts to the County.  Full 
written disclosure shall include, but is not limited to, 
identification of all persons implicated and a complete 
description of all relevant circumstances.  Failure to comply 
with the provisions of this sub-paragraph 8.8 shall be a 
material breach of this Master Agreement. 
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8.8.3 Contractor may not have in the past or during the term of this 
Master Agreement represent(ed) any County employee in an 
employment related administrative or judicial case in any 
matter against the County of Los Angeles.  Such 
representation creates a conflict of interest on behalf of the 
Contractor. 

8.8.4 Contractor and employees of Contractor may not accept 
employment or provide investigative services that would 
present a conflict of interest with their Contractor 
responsibilities under this Master Agreement, including being 
retained, on a paid or unpaid basis, by any future or current 
claimant in any suit or claim involving the County.  This no 
conflict provision shall remain in effect for three (3) years 
after the termination of this Master Agreement. 

8.8.5 Every Contractor employee and non-employee performing 
work under this Master Agreement shall agree, in writing, 
prior to commencing work on these contracted services with 
this no conflict provision and will execute Master Agreement 
Exhibit G4 – Contractor’s Employee Acknowledgement and 
Agreement:  Confidentiality and No Conflict of Interest – or - 
Master Agreement Exhibit G5 – Contractor’s Non-Employee 
Acknowledgment and Agreement:  Confidentiality and No 
Conflict of Interest; Contractor is responsible for ensuring 
that all Contractor’s employees and non-employees have 
submitted their written agreements to Contractor prior to 
commencing work on these contracted services. 

8.8.6 Contractor shall retain the original employee and 
non-employee agreements executed pursuant to 8.8.5 for at 
least three (3) years following the termination of the Master 
Agreement, will have the original agreement(s) available for 
County inspection at any time during the term of the Master 
Agreement and three (3) years following the termination of 
the Master Agreement, and will produce and release the 
original agreement(s) to the County upon written request at 
any time from the County. 

8.9 CONSIDERATION OF HIRING COUNTY EMPLOYEES 
TARGETED FOR LAYOFF/OR RE-EMPLOYMENT LIST 

Should the Contractor require additional or replacement personnel 
after the effective date of this Master Agreement to perform the 
services set forth herein, the Contractor shall give first consideration 
for such employment openings to qualified, permanent County 
employees who are targeted for layoff or qualified, former County 



 

Master Agreement for Investigation Services Page 28  
June 2016  

employees who are on a re-employment list during the life of this 
Master Agreement. 

8.10 CONSIDERATION OF HIRING GAIN/GROW PARTICIPANTS 

8.10.1 Should the Contractor require additional or replacement 
personnel after the effective date of this Master Agreement, 
the Contractor shall give consideration for any such 
employment openings to participants in the County‘s 
Department of Public Social Services Greater Avenues for 
Independence (GAIN) Program or General Relief 
Opportunity for Work (GROW) Program who meet the 
Contractor’s minimum qualifications for the open position.  
For this purpose, consideration shall mean that the 
Contractor will interview qualified candidates.  The County 
will refer GAIN/GROW participants by job category to the 
Contractor.  Contractors shall report all job openings with 
job requirements to: GAINGROW@dpss.lacounty.gov to 
obtain a list of qualified GAIN/GROW job candidates. 

8.10.2 In the event that both laid-off County employees and 
GAIN/GROW participants are available for hiring, County 
employees shall be given first priority. 

8.11  CONTRACTOR RESPONSIBILITY AND DEBARMENT 

8.11.1 Responsible Contractor 

 A responsible Contractor is a Contractor who has 
demonstrated the attribute of trustworthiness, as well as 
quality, fitness, capacity and experience to satisfactorily 
perform the Master Agreement.  It is the County’s policy to 
conduct business only with responsible Contractors. 

8.11.2 Chapter 2.202 of the County Code 

 The Contractor is hereby notified that, in accordance with 
Chapter 2.202 of the County Code, if the County acquires 
information concerning the performance of the Contractor 
on this or other contracts which indicates that the 
Contractor is not responsible, the County may, in addition 
to other remedies provided in this Master Agreement, 
debar the Contractor from bidding or proposing on, or 
being awarded, and/or performing work on County 
contracts for a specified period of time, which generally will 
not exceed five years but may exceed five years or be 
permanent if warranted by the circumstances, and 
terminate any or all existing Contracts the Contractor may 
have with the County. 
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8.11.3 Non-responsible Contractor 

 The County may debar a Contractor if the Board of 
Supervisors finds, in its discretion, that the Contractor has 
done any of the following:  (1) violated a term of a contract 
with the County or a nonprofit corporation created by the 
County, (2) committed an act or omission which negatively 
reflects on the Contractor’s quality, fitness or capacity to 
perform a contract with the County, any other public entity, 
or a nonprofit corporation created by the County, or 
engaged in a pattern or practice which negatively reflects 
on same, (3) committed an act or offense which indicates a 
lack of business integrity or business honesty, or (4) made 
or submitted a false claim against the County or any other 
public entity. 

8.11.4 Contractor Hearing Board 

 1. If there is evidence that the Contractor may be subject 
to debarment, the Department will notify the 
Contractor in writing of the evidence which is the 
basis for the proposed debarment and will advise the 
Contractor of the scheduled date for a debarment 
hearing before the Contractor Hearing Board.   

 2. The Contractor Hearing Board will conduct a hearing 
where evidence on the proposed debarment is 
presented.  The Contractor and/or the Contractor’s 
representative shall be given an opportunity to submit 
evidence at that hearing.  After the hearing, the 
Contractor Hearing Board shall prepare a tentative 
proposed decision, which shall contain a 
recommendation regarding whether the Contractor 
should be debarred, and, if so, the appropriate length 
of time of the debarment.  The Contractor and the 
Department shall be provided an opportunity to object 
to the tentative proposed decision prior to its 
presentation to the Board of Supervisors.   

 3. After consideration of any objections, or if no 
objections are submitted, a record of the hearing, the 
proposed decision, and any other recommendation of 
the Contractor Hearing Board shall be presented to 
the Board of Supervisors.  The Board of Supervisors 
shall have the right to modify, deny, or adopt the 
proposed decision and recommendation of the 
Contractor Hearing Board. 

 4. If a Contractor has been debarred for a period longer 
than five (5) years, that Contractor may after the 



 

Master Agreement for Investigation Services Page 30  
June 2016  

debarment has been in effect for at least five (5) 
years, submit a written request for review of the 
debarment determination to reduce the period of 
debarment or terminate the debarment.  The County 
may, in its discretion, reduce the period of debarment 
or terminate the debarment if it finds that the 
Contractor has adequately demonstrated one or more 
of the following:  (1) elimination of the grounds for 
which the debarment was imposed; (2) a bona fide 
change in ownership or management; (3) material 
evidence discovered after debarment was imposed; 
or (4) any other reason that is in the best interests of 
the County. 

 5. The Contractor Hearing Board will consider a request 
for review of a debarment determination only where 
(1) the Contractor has been debarred for a period 
longer than five (5) years; (2) the debarment has been 
in effect for at least five (5) years; and (3) the request 
is in writing, states one or more of the grounds for 
reduction of the debarment period or termination of 
the debarment, and includes supporting 
documentation.  Upon receiving an appropriate 
request, the Contractor Hearing Board will provide 
notice of the hearing on the request.  At the hearing, 
the Contractor Hearing Board shall conduct a hearing 
where evidence on the proposed reduction of 
debarment period or termination of debarment is 
presented.  This hearing shall be conducted and the 
request for review decided by the Contractor Hearing 
Board pursuant to the same procedures as for a 
debarment hearing. 

 6. The Contractor Hearing Board’s proposed decision 
shall contain a recommendation on the request to 
reduce the period of debarment or terminate the 
debarment.  The Contractor Hearing Board shall 
present its proposed decision and recommendation to 
the Board of Supervisors.  The Board of Supervisors 
shall have the right to modify, deny, or adopt the 
proposed decision and recommendation of the 
Contractor Hearing Board. 

8.11.5 Subcontractors of Contractor 

These terms shall also apply to Subcontractors of County 
Contractors. 
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8.12 CONTRACTOR’S ACKNOWLEDGEMENT OF COUNTY’S 
 COMMITMENT TO THE SAFELY SURRENDERED BABY LAW 

  The Contractor acknowledges that the County places a high priority 
on the implementation of the Safely Surrendered Baby Law.  The 
Contractor understands that it is the County’s policy to encourage all 
County Contractors to voluntarily post the County’s “Safely 
Surrendered Baby Law” poster in a prominent position at the 
Contractor’s place of business.  The Contractor will also encourage 
its Subcontractors, if any, to post this poster in a prominent position 
in the Subcontractor’s place of business.  The County’s Department 
of Children and Family Services will supply the Contractor with the 
poster to be used.  Information on how to receive the poster can be 
found on the Internet at www.babysafela.org. 

8.13 CONTRACTOR’S WARRANTY OF ADHERENCE TO COUNTY’S 
CHILD SUPPORT COMPLIANCE PROGRAM 

8.13.1 The Contractor acknowledges that the County has 
established a goal of ensuring that all individuals who 
benefit financially from the County through Purchase Order 
or Master Agreement are in compliance with their court-
ordered child, family and spousal support obligations in 
order to mitigate the economic burden otherwise imposed 
upon the County and its taxpayers. 

8.13.2 As required by the County’s Child Support Compliance 
Program (County Code Chapter 2.200) and without limiting 
the Contractor’s duty under this Master Agreement to 
comply with all applicable provisions of law, the Contractor 
warrants that it is now in compliance and shall during the 
term of this Master Agreement maintain in compliance with 
employment and wage reporting requirements as required 
by the Federal Social Security Act (42 USC Section 653a) 
and California Unemployment Insurance Code Section 
1088.5, and shall implement all lawfully served Wage and 
Earnings Withholding Orders or Child Support Services 
Department Notices of Wage and Earnings Assignment for 
Child, Family or Spousal Support, pursuant to Code of Civil 
Procedure Section 706.031 and Family Code Section 
5246(b). 

8.14 COUNTY’S QUALITY ASSURANCE PLAN 

The County or its agent will evaluate the Contractor’s performance 
under this Master Agreement on not less than an annual basis. Such 
evaluation will include assessing the Contractor’s compliance with all 
Master Agreement terms and conditions and performance standards. 
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Contractor deficiencies which the County determines are severe or 
continuing and that may place performance of the Master Agreement 
in jeopardy if not corrected will be reported to the Board of 
Supervisors. The report will include improvement/corrective action 
measures taken by the County and the Contractor. If improvement 
does not occur consistent with the corrective action measures, the 
County may terminate this Master Agreement or impose other 
penalties as specified in this Master Agreement. 

The County maintains databases that track/monitor contractor 
performance history.  Information entered into such databases may 
be used for a variety of purposes, including determining whether 
the County will exercise a contract term extension option. 

8.15 DAMAGE TO COUNTY FACILITIES, BUILDINGS OR GROUNDS 

8.15.1 Contractor shall repair, or cause to be repaired, at its own 
cost, any and all damage to County facilities, buildings, or 
grounds caused by Contractor or employees or agents of 
Contractor.  Such repairs shall be made immediately after 
Contractor has become aware of such damage, but in no 
event later than thirty (30) days after the occurrence. 

8.15.2 If Contractor fails to make timely repairs, County may make 
any necessary repairs.  All costs incurred by County, as 
determined by County, for such repairs shall be repaid by 
Contractor by cash payment upon demand. 

8.16 EMPLOYMENT ELIGIBILITY VERIFICATION 

8.16.1 The Contractor warrants that it fully complies with all 
Federal and State statutes and regulations regarding the 
employment of aliens and others and that all its employees 
performing work under this Master Agreement meet the 
citizenship or alien status requirements set forth in Federal 
and State statutes and regulations. The Contractor shall 
obtain, from all employees performing work hereunder, all 
verification and other documentation of employment 
eligibility status required by Federal and State statutes and 
regulations including, but not limited to, the Immigration 
Reform and Control Act of 1986, (P.L. 99-603), or as they 
currently exist and as they may be hereafter amended. The 

 Contractor shall retain all such documentation for all 
covered employees for the period prescribed by law. 

8.16.2 The Contractor shall indemnify, defend, and hold harmless, 
the County, its agents, officers, and employees from 
employer sanctions and any other liability which may be 
assessed against the Contractor or the County or both in 
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connection with any alleged violation of any Federal or 
State statutes or regulations pertaining to the eligibility for 
employment of any persons performing work under this 
Master Agreement. 

8.17 FACSIMILE REPRESENTATIONS 

The County and the Contractor hereby agree to regard facsimile 
representations of original signatures of authorized officers of each 
party, when appearing in appropriate places on the Amendments 
prepared pursuant to sub-paragraph 8.1, and received via 
communications facilities, as legally sufficient evidence that such 
original signatures have been affixed to Amendments to this Master 
Agreement, such that the parties need not follow up facsimile 
transmissions of such documents with subsequent (non-facsimile) 
transmission of “original” versions of such documents. 

8.18 FAIR LABOR STANDARDS 

The Contractor shall comply with all applicable provisions of the 
Federal Fair Labor Standards Act and shall indemnify, defend, and 
hold harmless the County and its agents, officers, and employees 
from any and all liability, including, but not limited to, wages, 
overtime pay, liquidated damages, penalties, court costs, and 
attorneys' fees arising under any wage and hour law, including, but 
not   limited   to, the Federal Fair Labor Standards Act, for work 
performed by the Contractor’s employees for which the County may 
be found jointly or solely liable. 

8.19 FORCE MAJEURE 

8.19.1 Neither party shall be liable for such party's failure to 
perform its obligations under and in accordance with this 
Master Agreement, if such failure arises out of fires, floods, 
epidemics, quarantine restrictions, other natural 
occurrences, strikes, lockouts (other than a lockout by such 
party or any of such party's subcontractors), freight 
embargoes, or other similar events to those described 
above, but in every such case the failure to perform must 
be totally beyond the control and without any fault or 
negligence of such party (such events are referred to in 
this sub-paragraph as "force majeure events").  

8.19.2 Notwithstanding the foregoing, a default by a subcontractor 
of Contractor shall not constitute a force majeure event, 
unless such default arises out of causes beyond the control 
of both Contractor and such subcontractor, and without any 
fault or negligence of either of them.  In such case, 
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Contractor shall not be liable for failure to perform, unless 
the goods or services to be furnished by the subcontractor 
were obtainable from other sources in sufficient time to 
permit Contractor to meet the required performance 
schedule.  As used in this sub-paragraph, the term 
“subcontractor” and “subcontractors” mean subcontractors 
at any tier. 

8.19.3 In the event Contractor's failure to perform arises out of a 
force majeure event, Contractor agrees to use 
commercially reasonable best efforts to obtain goods or 
services from other sources, if applicable, and to otherwise 
mitigate the damages and reduce the delay caused by 
such force majeure event.   

8.20 GOVERNING LAW, JURISDICTION, AND VENUE 

 This Master Agreement shall be governed by, and construed in 
accordance with, the laws of the State of California.  The Contractor 
agrees and consents to the exclusive jurisdiction of the courts of the 
State of California for all purposes regarding this Master Agreement 
and further agrees and consents that venue of any action brought 
hereunder shall be exclusively in the County of Los Angeles. 

8.21 INDEPENDENT CONTRACTOR STATUS 

 8.21.1   This Master Agreement is by and between the County and 
the Contractor and is not intended, and shall not be 
construed, to create the relationship of agent, servant, 
employee, partnership, joint venture, or association, as 
between the County and the Contractor.  The employees 
and agents of one party shall not be, or be construed to be, 
the employees or agents of the other party for any purpose 
whatsoever. 

 8.21.2 The Contractor shall be solely liable and responsible for 
providing to, or on behalf of, all persons performing work 
pursuant to this Master Agreement all compensation and 
benefits.  The County shall have no liability or responsibility 
for the payment of any salaries, wages, unemployment 
benefits, disability benefits, Federal, State, or local taxes, or 
other compensation, benefits, or taxes for any personnel 
provided by or on behalf of the Contractor. 

8.21.3 The Contractor understands and agrees that all persons 
performing work pursuant to this Master Agreement are, for 
purposes of Workers' Compensation liability, solely 
employees of the Contractor and not employees of the 
County.  The Contractor shall be solely liable and 
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responsible for furnishing any and all Workers' 
Compensation benefits to any person as a result of any 
injuries arising from or connected with any work performed 
by or on behalf of the Contractor pursuant to this Master 
Agreement. 

8.21.4 The Contractor shall adhere to the provisions stated in sub-
paragraph 7.6 – Confidentiality. 

8.22 INDEMNIFICATION 

 The Contractor shall indemnify, defend and hold harmless the 
County, its Special Districts, elected and appointed officers, 
employees, agents and volunteers (“County Indemnitiees”) from 
and against any and all liability, including but not limited to 
demands, claims, actions, fees, costs and expenses (including 
attorney and expert witness fees), arising from and/or relating to 
this Master Agreement, except for such loss or damage arising 
from the sole negligence or willful misconduct of the County 
Indemnities. 

8.23 GENERAL PROVISIONS FOR ALL INSURANCE COVERAGE 

  Without limiting Contractor's indemnification of County, and in the 
performance of this Master Agreement and until all of its obligations 
pursuant to this Master Agreement have been met, Contractor shall 
provide and maintain at its own expense insurance coverage 
satisfying the requirements specified in Sections 8.24 and 8.25 of 
this Master Agreement.  These minimum insurance coverage 
terms, types and limits (the “Required Insurance”) also are in 
addition to and separate from any other contractual obligation 
imposed upon Contractor pursuant to this Master Agreement.  The 
County in no way warrants that the Required Insurance is sufficient 
to protect the Contractor for liabilities which may arise from or relate 
to this Contract. 

8.23.1 Evidence of Coverage and Notice to County 

 Certificate(s) of insurance coverage (Certificate) 
satisfactory to County, and a copy of an Additional 
Insured endorsement confirming County and its Agents 
(defined below) has been given Insured status under 
the Contractor’s General Liability policy, shall be 
delivered to County at the address shown below and 
provided prior to commencing services under this 
Contract.  

 Renewal Certificates shall be provided to County not 
less than 10 days prior to Contractor’s policy expiration 
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dates.  The County reserves the right to obtain 
complete, certified copies of any required Contractor 
and/or Sub-Contractor insurance policies at any time. 

 Certificates shall identify all Required Insurance 
coverage types and limits specified herein, reference 
this Master Agreement by name or number, and be 
signed by an authorized representative of the 
insurer(s).  The Insured party named on the Certificate 
shall match the name of the Contractor identified as the 
contracting party in this Master Agreement.  Certificates 
shall provide the full name of each insurer providing 
coverage, its NAIC (National Association of Insurance 
Commissioners) identification number, its financial 
rating, the amounts of any policy deductibles or self-
insured retentions exceeding fifty thousand 
($50,000.00) dollars, and list any County required 
endorsement forms. 

 Neither the County’s failure to obtain, nor the County’s 
receipt of, or failure to object to a non-complying 
insurance certificate or endorsement, or any other 
insurance documentation or information provided by the 
Contractor, its insurance broker(s) and/or insurer(s), 
shall be construed as a waiver of any of the Required 
Insurance provisions. 

Certificates and copies of any required endorsements 
shall be sent to: 

County of Los Angeles 
Department of Human Resources 
Administrative Services Division 

500 W. Temple Street, Room 585 
Los Angeles, CA 90012 

Attention: Theresa Tran, Administrative Deputy 

 Contractor also shall promptly report to County any 
injury or property damage accident or incident, 
including any injury to a Contractor employee occurring 
on County property, and any loss, disappearance, 
destruction, misuse, or theft of County property, monies 
or securities entrusted to Contractor.  Contractor also 
shall promptly notify County of any third party claim or 
suit filed against Contractor or any of its Sub-
Contractors which arises from or relates to this Master 
Agreement, and could result in the filing of a claim or 
lawsuit against Contractor and/or County.  

  8.23.2 Additional Insured Status and Scope of Coverage 
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  The County of Los Angeles, its Special Districts, Elected 
Officials, Officers, Agents, Employees and Volunteers 
(collectively County and its Agents) shall be provided 
additional insured status under Contractor’s General 
Liability policy with respect to liability arising out of 
Contractor’s ongoing and completed operations performed 
on behalf of the County.  County and its Agents additional 
insured status shall apply with respect to liability and 
defense of suits arising out of the Contractor’s acts or 
omissions, whether such liability is attributable to the 
Contractor or to the County.  The full policy limits and 
scope of protection also shall apply to the County and its 
Agents as an additional insured, even if they exceed the 
County’s minimum Required Insurance specifications 
herein. Use of an automatic additional insured 
endorsement form is acceptable providing it satisfies the 
Required Insurance provisions herein. 

8.23.3  Cancellation of or Changes in Insurance 

 Contractor shall provide County with, or Contractor’s 
insurance policies shall contain a provision that County 
shall receive, written notice of cancellation or any change 
in Required Insurance, including insurer, limits of coverage, 
term of coverage or policy period.  The written notice shall 
be provided to County at least ten (10) days in advance of 
cancellation for non-payment of premium and thirty (30) 
days in advance for any other cancellation or policy 
change.   Failure to provide written notice of cancellation or 
any change in Required Insurance may constitute a 
material breach of the Master Agreement, in the sole 
discretion of the County, upon which the County may 
suspend or terminate this Master Agreement. 

  8.23.4 Failure to Maintain Insurance 

   Contractor's failure to maintain or to provide acceptable 
evidence that it maintains the Required Insurance shall 
constitute a material breach of the Master Agreement, 
upon which County immediately may withhold payments 
due to Contractor, and/or suspend or terminate this Master 
Agreement.  County, at its sole discretion, may obtain 
damages from Contractor resulting from said breach.  
Alternatively, the County may purchase the Required 
Insurance, and without further notice to Contractor, deduct 
the premium cost from sums due to Contractor or pursue 
Contractor reimbursement. 

 8.23.5 Insurer Financial Ratings 
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 Coverage shall be placed with insurers acceptable to the 
County with A.M. Best ratings of not less than A:VII unless 
otherwise approved by County. 

8.23.6  Contractor’s Insurance Shall Be Primary 

  Contractor’s insurance policies, with respect to any claims 
related to this Contract, shall be primary with respect to all 
other sources of coverage available to Contractor.  Any 
County maintained insurance or self-insurance coverage 
shall be in excess of and not contribute to any Contractor 
coverage. 

  8.23.7 Waivers of Subrogation 

To the fullest extent permitted by law, the Contractor 
hereby waives its rights and its insurer(s)’ rights of 
recovery against County under all the Required Insurance 
for any loss arising from or relating to this Master 
Agreement.  The Contractor shall require its insurers to 
execute any waiver of subrogation endorsements which 
may be necessary to effect such waiver. 

  8.23.8  Sub-Contractor Insurance Coverage Requirements 

   Contractor shall include all Sub-Contractors as insureds 
under Contractor’s own policies, or shall provide County 
with each Sub-Contractor’s separate evidence of insurance 
coverage.  Contractor shall be responsible for verifying 
each Sub-Contractor complies with the Required Insurance 
provisions herein, and shall require that each Sub-
Contractor name the County and Contractor as additional 
insureds on the Sub-Contractor’s General Liability policy.  
Contractor shall obtain County’s prior review and approval 
of any Sub-Contractor request for modification of the 
Required Insurance. 

  8.23.9 Deductibles and Self-Insured Retentions (SIRs) 

   Contractor’s policies shall not obligate the County to pay 
any portion of any Contractor deductible or SIR.  The 
County retains the right to require Contractor to reduce or 
eliminate policy deductibles and SIRs as respects the 
County, or to provide a bond guaranteeing Contractor’s 
payment of all deductibles and SIRs, including all related 
claims investigation, administration and defense expenses.  
Such bond shall be executed by a corporate surety 
licensed to transact business in the State of California.  
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  8.23.10 Claims Made Coverage 

If any part of the Required Insurance is written on a claims 
made basis, any policy retroactive date shall precede the 
effective date of this Contract.  Contractor understands and 
agrees it shall maintain such coverage for a period of not 
less than three (3) years following Contract expiration, 
termination or cancellation. 

  8.23.11 Application of Excess Liability Coverage 

   Contractors may use a combination of primary, and excess 
insurance policies which provide coverage as broad as the 
underlying primary policies, to satisfy the Required 
Insurance provisions.   

  8.23.12 Separation of Insureds 

All liability policies shall provide cross-liability coverage as 
would be afforded by the standard ISO (Insurance Services 
Office, Inc.) separation of insureds provision with no 
insured versus insured exclusions or limitations. 

  8.23.13 Alternative Risk Financing Programs 

  The County reserves the right to review, and then approve, 
Contractor use of self-insurance, risk retention groups, risk 
purchasing groups, pooling arrangements and captive 
insurance to satisfy the Required Insurance provisions.  
The County and its Agents shall be designated as an 
Additional Covered Party under any approved program. 

8.23.14 County Review and Approval of Insurance 
Requirements 

 The County reserves the right to review and adjust the 
Required Insurance provisions, conditioned upon County’s 
determination of changes in risk exposures. 

8.24 INSURANCE COVERAGE    

8.24.1 Commercial General Liability insurance (providing scope of 
coverage equivalent to ISO policy form CG 00 01), naming 
County and its Agents as an additional insured, with limits of 
not less than: 

 General Aggregate:     $5 million 

 Products/Completed Operations Aggregate: $2 million 

 Personal and Advertising Injury:   $3 million 

 Each Occurrence:     $3 million 
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  8.24.2 Automobile Liability insurance (providing scope of coverage 
equivalent to ISO policy form CA 00 01) with limits of not 
less than $1 million for bodily injury and property damage, in 
combined or equivalent split limits, for each single accident.  
Insurance shall cover liability arising out of Contractor’s use 
of autos pursuant to this Master Agreement, including 
owned, leased, hired, and/or non-owned autos, as each may 
be applicable. 

  8.24.3 Workers Compensation and Employers’ Liability insurance 
or qualified self-insurance satisfying statutory requirements, 
which includes Employers’ Liability coverage with limits of 
not less than $1 million per accident. If Contractor will 
provide leased employees, or, is an employee leasing or 
temporary staffing firm or a professional employer 
organization (PEO), coverage also shall include an Alternate 
Employer Endorsement (providing scope of coverage 
equivalent to ISO policy form WC 00 03 01 A) naming the 
County as the Alternate Employer, and the endorsement 
form shall be modified to provide that County will receive not 
less than thirty (30) days advance written notice of 
cancellation of this coverage provision.  If applicable to 
Contractor’s operations, coverage also shall be arranged to 
satisfy the requirements of any federal workers or workmen’s 
compensation law or any federal occupational disease law. 

8.24.4 Unique Insurance Coverage 

 Professional Liability/Errors and Omissions 

Insurance covering Contractor’s liability arising from or 
related to this Contract, with limits of not less than $1 
million per claim and $3 million aggregate.  Further, 
Contractor understands and agrees it shall maintain such 
coverage for a period of not less than three (3) years 
following this Agreement’s expiration, termination or 
cancellation.   

8.25 LIQUIDATED DAMAGES 

 8.25.1 If, in the judgment of the Director, the Contractor is 
deemed to be non-compliant with the terms and obligations 
assumed hereby, the Director, or his/her designee, at 
his/her option, in addition to, or in lieu of, other remedies 
provided herein, may withhold the entire monthly payment 
or deduct pro rata from the Contractor’s invoice for work 
not performed.  A description of the work not performed 
and the amount to be withheld or deducted from payments 
to the Contractor from the County, will be forwarded to the 



 

Master Agreement for Investigation Services Page 41  
June 2016  

Contractor by the Director, or his/her designee, in a written 
notice describing the reasons for said action. 

 8.25.2 If the Director determines that there are deficiencies in the 
performance of this Master Agreement that the Director or 
his/her designee, deems are correctable by the Contractor 
over a certain time span, the Director or his/her designee, 
will provide a written notice to the Contractor to correct the 
deficiency within specified time frames.  Should the 
Contractor fail to correct deficiencies within said time 
frame, the Director may: 

  (a) Deduct from the Contractor’s payment, pro rata, those 
applicable portions of the Monthly Contract Sum; and/or  

  (b) Deduct liquidated damages.  The parties agree that it 
will be impracticable or extremely difficult to fix the extent 
of actual damages resulting from the failure of the 
Contractor to correct a deficiency within the specified time 
frame.  The parties hereby agree that under the current 
circumstances a reasonable estimate of such damages is 
One Hundred Dollars ($100) per day per infraction, and 
that the Contractor shall be liable to the County for 
liquidated damages in said amount.  Said amount shall be 
deducted from the County’s payment to the Contractor; 
and/or 

  (c) Upon giving five (5) days notice to the Contractor for 
failure to correct the deficiencies, the County may correct 
any and all deficiencies and the total costs incurred by the 
County for completion of the work by an alternate source, 
whether it be County forces or separate private contractor, 
will be deducted and forfeited from the payment to the 
Contractor from the County, as determined by the County. 

 8.25.3 The action noted in sub-paragraph 8.25.2 shall not be 
construed as a penalty, but as adjustment of payment to 
the Contractor to recover the County cost due to the failure 
of the Contractor to complete or comply with the provisions 
of this Master Agreement.  

 8.25.4 This sub-paragraph shall not, in any manner, restrict or 
limit the County’s right to damages for any breach of this 
Master Agreement provided by law or as specified in sub-
paragraph 8.25.2, and shall not, in any manner, restrict or 
limit the County’s right to terminate this Master Agreement 
as agreed to herein. 
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8.26 MOST FAVORED PUBLIC ENTITY 

  If the Contractor’s prices decline, or should the Contractor at any 
time during the term of this Master Agreement provide the same 
goods or services under similar quantity and delivery conditions to 
the State of California or any county, municipality, or district of the 
State at prices below those set forth in this Master Agreement, then 
such lower prices shall be immediately extended to the County. 

8.27 NONDISCRIMINATION AND AFFIRMATIVE ACTION 

 8.27.1 The Contractor certifies and agrees that all persons 
employed by it, its affiliates, subsidiaries, or holding 
companies are and shall be treated equally without regard 
to or because of race, color, religion, ancestry, national 
origin, sex, age, physical or mental disability, marital status, 
or political affiliation, in compliance with all applicable 
Federal and State anti-discrimination laws and regulations. 

 8.27.2 The Contractor shall certify to, and comply with, the 
provisions of Exhibit D - Contractor’s EEO Certification. 

 8.27.3 The Contractor shall take equal employment action to 
ensure that applicants are employed, and that employees 
are treated during employment, without regard to race, 
color, religion, ancestry, national origin, sex, age, physical or 
mental disability, marital status, or political affiliation, in 
compliance with all applicable Federal and State anti-
discrimination laws and regulations.  Such action shall 
include, but is not limited to: employment, upgrading, 
demotion, transfer, recruitment or recruitment advertising, 
layoff or termination, rates of pay or other forms of 
compensation, and selection for training, including 
apprenticeship. 

 8.27.4 The Contractor certifies and agrees that it will deal with its 
subcontractors, bidders, or vendors without regard to or 
because of race, color, religion, ancestry, national origin, 
sex, age, physical or mental disability, marital status, or 
political affiliation. 

 8.27.5 The Contractor certifies and agrees that it, its affiliates, 
subsidiaries, or holding companies shall comply with all 
applicable Federal and State laws and regulations to the 
end that no person shall, on the grounds of race, color, 
religion, ancestry, national origin, sex, age, physical or 
mental disability, marital status, or political affiliation, be 
excluded from participation in, be denied the benefits of, or 
be otherwise subjected to discrimination under this Master 
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Agreement or under any project, program, or activity 
supported by this Master Agreement. 

 8.27.6 The Contractor shall allow County representatives access to 
the Contractor’s employment records during regular 
business hours to verify compliance with the provisions of 
this sub-paragraph 8.27 when so requested by the County. 

 8.27.7 If the County finds that any provisions of this sub-
paragraph 8.27 have been violated, such violation shall 
constitute a material breach of this Master Agreement 
upon which the County may terminate or suspend this 
Master Agreement. While the County reserves the right to 
determine independently that the anti-discrimination 
provisions of this Master Agreement have been violated, in 
addition, a determination by the California Fair 
Employment and Housing Commission or the Federal 
Equal Employment Opportunity Commission that the 
Contractor has violated Federal or State anti-discrimination 
laws or regulations shall constitute a finding by the County 
that the Contractor has violated the anti-discrimination 
provisions of this Master Agreement. 

 8.27.8 The parties agree that in the event the Contractor violates 
any of the anti-discrimination provisions of this Master 
Agreement, the County shall, at its sole option, be entitled to 
the sum of Five Hundred Dollars ($500) for each such 
violation pursuant to California Civil Code Section 1671 as 
liquidated damages in lieu of terminating or suspending this 
Master Agreement. 

8.28 NON EXCLUSIVITY 

 Nothing herein is intended nor shall be construed as creating any 
exclusive arrangement with Contractor.  This Master Agreement 
shall not restrict the Department from acquiring similar, equal or like 
goods and/or services from other entities or sources. 

8.29 NOTICE OF DELAYS 

 Except as otherwise provided under this Master Agreement, when 
either party has knowledge that any actual or potential situation is 
delaying or threatens to delay the timely performance of this Master 
Agreement, that party shall, within one (1) business day, give notice 
thereof, including all relevant information with respect thereto, to the 
other party. 
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8.30 NOTICE OF DISPUTES 

 The Contractor shall bring to the attention of the County Project 
Manager and/or County Project Director any dispute between the 
County and the Contractor regarding the performance of services as 
stated in this Master Agreement.  If the County Project Manager or 
County Project Director is not able to resolve the dispute, the 
Director of Personnel, or designee shall resolve it. 

8.31 NOTICE TO EMPLOYEES REGARDING THE FEDERAL EARNED 
INCOME CREDIT 

The Contractor shall notify its employees, and shall require each 
subcontractor to notify its employees, that they may be eligible for 
the Federal Earned Income Credit under the federal income tax 
laws.  Such notice shall be provided in accordance with the 
requirements set forth in Internal Revenue Service Notice No. 
1015. 

8.32 NOTICE TO EMPLOYEES REGARDING THE SAFELY 
SURRENDERED BABY LAW 

  The Contractor shall notify and provide to its employees, and shall 
require each subcontractor to notify and provide to its employees, a 
fact sheet regarding the Safely Surrendered Baby Law, its 
implementation in Los Angeles County, and where and how to 
safely surrender a baby.  The fact sheet is set forth in Exhibit J of 
this Master Agreement and is also available on the Internet at 
www.babysafela.org for printing purposes. 

8.33 NOTICES 

 All notices or demands required or permitted to be given or made 
under this Master Agreement shall be in writing and shall be hand 
delivered with signed receipt or mailed by first-class registered or 
certified mail, postage prepaid, addressed to the parties as identified 
in Exhibits E, County’s Administration and F, Contractor’s 
Administration.  Addresses may be changed by either party giving 
ten (10) days' prior written notice thereof to the other party.  The 
Director of Personnel or his/her designee shall have the authority to 
issue all notices or demands required or permitted by the County 
under this Master Agreement. 

8.34 PROHIBITION AGAINST INDUCEMENT OR PERSUASION 

 Notwithstanding the above, the Contractor and the County agree 
that, during the term of this Master Agreement and for a period of 
one year thereafter, neither party shall in any way intentionally 
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induce or persuade any employee of one party to become an 
employee or agent of the other party. No bar exists against any 
hiring action initiated through a public announcement. 

8.35 PUBLIC RECORDS ACT 

 8.35.1 Any documents submitted by Contractor; all information 
obtained in connection with the County’s right to audit and 
inspect Contractor’s documents, books, and accounting 
records pursuant to sub-paragraph 8.37 - Record Retention 
and Inspection/Audit Settlement of this Master Agreement; 
as well as those documents which were required to be 
submitted in response to the Request for Statement of 
Qualifications (RFSQ) used in the solicitation process for 
this Master Agreement, become the exclusive property of 
the County.  All such documents become a matter of public 
record and shall be regarded as public records.  Exceptions 
will be those elements in the California Government Code 
Section 6250 et seq. (Public Records Act) and which are 
marked “trade secret”, “confidential”, or “proprietary”.  The 
County shall not in any way be liable or responsible for the 
disclosure of any such records including, without limitation, 
those so marked, if disclosure is required by law, or by an 
order issued by a court of competent jurisdiction. 

 8.35.2 In the event the County is required to defend an action on a 
Public Records Act request for any of the aforementioned 
documents, information, books, records, and/or contents of 
an SOQ marked “trade secret”, “confidential”, or 
“proprietary”, the Contractor agrees to defend and indemnify 
the County from all costs and expenses, including 
reasonable attorney’s fees, in action or liability arising under 
the Public Records Act. 

8.36 PUBLICITY 

 8.36.1 The Contractor shall not disclose any details in connection 
with this Master Agreement to any person or entity except 
as may be otherwise provided hereunder or required by law.  
However, in recognizing the Contractor’s need to identify 
its services and related clients to sustain itself, the 
County shall not   inhibit   the   Contractor from   publishing 
its role under this Master Agreement within the following 
conditions: 

 The Contractor shall develop all publicity material in a 
professional manner; and 
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 During the term of this Master Agreement, the 
Contractor shall not, and shall not authorize another to, 
publish or disseminate any commercial advertisements, 
press releases, feature articles, or other materials using 
the name of the County without the prior written 
consent of the County’s Project Director.  The County 
shall not unreasonably withhold written consent. 

 8.36.2 The Contractor may, without the prior written consent of 
County, indicate in its proposals and sales materials that it 
has been awarded this Master Agreement with the County 
of Los Angeles, provided that the requirements of this sub-
paragraph 8.36 shall apply. 

8.37 RECORD RETENTION AND INSPECTION/AUDIT SETTLEMENT 

The Contractor shall maintain accurate and complete financial 
records of its activities and operations relating to this Master 
Agreement in accordance with generally accepted accounting 
principles. The Contractor shall also maintain accurate and complete 
employment and other records relating to its performance of this 
Master Agreement. The Contractor agrees that the County, or its 
authorized representatives, shall have access to and the right to 
examine, audit, excerpt, copy, or transcribe any pertinent 
transaction, activity, or record relating to this Master Agreement.  All 
such material, including, but not limited to, all financial records, bank 
statements, cancelled checks or other proof of payment, timecards, 
sign-in/sign-out sheets and other time and employment records, and 
proprietary data and information, shall be kept and maintained by the 
Contractor and shall be made available to the County during the 
term of this Master Agreement and for a period of five (5) years 
thereafter unless the County’s written permission is given to dispose 
of any such material prior to such time.  All such material shall be 
maintained by the Contractor at a location in Los Angeles County, 
provided that if any such material is located outside Los Angeles 
County, then, at the County’s option, the Contractor shall pay the 
County for travel, per diem, and other costs incurred by the County 
to examine, audit, excerpt, copy, or transcribe such material at such 
other location. 

 8.37.1 In the event that an audit of the Contractor is conducted 
specifically regarding this Master Agreement by any Federal 
or State auditor, or by any auditor or accountant employed 
by the Contractor or otherwise, then the Contractor shall file 
a copy of such audit report with the County’s 
Auditor-Controller within thirty (30) days of the Contractor’s 
receipt thereof, unless otherwise provided by applicable 
Federal or State law or under this Master Agreement.  The 



 

Master Agreement for Investigation Services Page 47  
June 2016  

County shall make a reasonable effort to maintain the 
confidentiality of such audit report(s). 

 8.37.2 Failure on the part of the Contractor to comply with any of 
the provisions of this sub-paragraph shall constitute a 
material breach of this Master Agreement upon which the 
County may terminate or suspend this Master Agreement. 

 8.37.3 If, at any time during the term of this Master Agreement or 
within five (5) years after the expiration or termination of this 
Master Agreement, representatives of the County may 
conduct an audit of the Contractor regarding the work 
performed under this Master Agreement, and if such audit 
finds that the County’s dollar liability for any such work is 
less than payments made by the County to the Contractor, 
then the difference shall be either: a) repaid by the 
Contractor to the County by cash payment upon demand or 
b) at the sole option of the County’s Auditor-Controller, 
deducted from any amounts due to the Contractor from the 
County, whether under this Master Agreement or otherwise.  
If such audit finds that the County’s dollar liability for such 
work is more than the payments made by the County to the 
Contractor, then the difference shall be paid to the 
Contractor by the County by cash payment, provided that in 
no event shall the County’s maximum obligation for this 
Master Agreement exceed the funds appropriated by the 
County for the purpose of this Master Agreement. 

8.38 RECYCLED BOND PAPER 

Consistent with the Board of Supervisors’ policy to reduce the 
amount of solid waste deposited at the County landfills, the 
Contractor agrees to use recycled-content paper to the maximum 
extent possible on this Master Agreement. 

8.39 SUBCONTRACTING 

8.39.1 The requirements of this Master Agreement may not be 
subcontracted by the Contractor without the advance 
approval of the County. Any attempt by the Contractor to 
subcontract without the prior consent of the County may be 
deemed a material breach of this Master Agreement. 

 8.39.2 If the Contractor desires to subcontract, the Contractor shall 
provide the following information promptly at the County’s 
request: 

 A description of the work to be performed by the 
subcontractor; 
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 A draft copy of the proposed subcontract; and 

 Other pertinent information and/or certifications 
requested by the County. 

 8.39.3 The Contractor shall indemnify and hold the County 
harmless with respect to the activities of each and every 
subcontractor in the same manner and to the same degree 
as if such subcontractor(s) were Contractor employees. 

 8.39.4 The Contractor shall remain fully responsible for all 
performances required of it under this Master Agreement, 
including those that the Contractor has determined to 
subcontract, notwithstanding the County’s approval of the 
Contractor’s proposed subcontract. 

 8.39.5 The County’s consent to subcontract shall not waive the 
County’s right to prior and continuing approval of any and all 
personnel, including subcontractor employees, providing 
services under this Master Agreement.  The Contractor is 
responsible to notify its subcontractors of this County right. 

 8.39.6 The County’s MAPD is authorized to act for and on behalf of 
the County with respect to approval of any subcontract and 
subcontractor employees.  After approval of the subcontract 
by the County, Contractor shall forward a fully executed 
subcontract to the County for their files. 

 8.39.7 The Contractor shall be solely liable and responsible for all 
payments or other compensation to all subcontractors and 
their officers, employees, agents, and successors in interest 
arising through services performed hereunder, 
notwithstanding the County’s consent to subcontract. 

 8.39.8 The Contractor shall obtain certificates of insurance, which 
establish that the subcontractor maintains all the programs 
of insurance required by the County from each approved 
subcontractor.  The Contractor shall ensure delivery of all 
such documents to: 

County of Los Angeles 
Department of Human Resources 
Administrative Services Division 

500 W. Temple Street, Room 585 
Los Angeles, CA 90012 

Attention: Theresa Tran, Administrative Deputy 

 before any subcontractor employee may perform any work 
hereunder. 
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8.40 TERMINATION FOR BREACH OF WARRANTY TO MAINTAIN 
COMPLIANCE WITH COUNTY’S CHILD SUPPORT 
COMPLIANCE PROGRAM 

Failure of the Contractor to maintain compliance with the 
requirements set forth in sub-paragraph 8.13 - Contractor’s Warranty 
of Adherence to County’s Child Support Compliance Program, shall 
constitute a default under this Master Agreement.  Without limiting 
the rights and remedies available to the County under any other 
provision of this Master Agreement, failure of Contractor to cure such 
default within 90 calendar days of written notice shall be grounds 
upon which the County may terminate this Master Agreement 
pursuant to sub-paragraph 8.42 - Termination for Default and pursue 
debarment of Contractor, pursuant to County Code Chapter 2.202. 

8.41 TERMINATION FOR CONVENIENCE 

8.41.1 County may terminate this Master Agreement, and any 
Work Order issued hereunder, in whole or in part, from time 
to time or permanently, when such action is deemed by the 
County, in its sole discretion, to be in its best interest.  
Termination of work hereunder shall be effected by notice of 
termination to Contractor specifying the extent to which 
performance of work is terminated and the date upon which 
such termination becomes effective.  The date upon which 
such termination becomes effective shall be no less than ten 
(10) days after the notice is sent. 

8.41.2 Upon receipt of a notice of termination and except as 
otherwise directed by the County, the Contractor shall 
immediately:  

 Stop work under the Work Order or under this Master 
Agreement, as identified in such notice; 

 Transfer title and deliver to County all completed work 
and work in process; and  

 Complete performance of such part of the work as shall 
not have been terminated by such notice. 

8.41.3 All material including books, records, documents, or other 
evidence bearing on the costs and expenses of the 
Contractor under this Master Agreement or Work Order 
shall be maintained by the Contractor in accordance with 
sub-paragraph 8.37, Record Retention AND 
Inspection/Audit Settlement. 
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8.42 TERMINATION FOR DEFAULT 

8.42.1 The County may, by written notice to the Contractor, 
terminate the whole or any part of this Master Agreement, if, 
in the judgment of County’s Project Director: 

 Contractor has materially breached this Master 
Agreement; 

 Contractor fails to timely provide and/or satisfactorily 
perform any task, deliverable, service, or other work 
required either under this Master Agreement or any 
Work Order issued hereunder; or 

 Contractor fails to demonstrate a high probability of 
timely fulfillment of performance requirements of any 
Work Order issued under this Master Agreement, or of 
any obligations of this Master Agreement and in either 
case, fails to demonstrate convincing progress toward a 
cure within five (5) working days (or such longer period 
as the County may authorize in writing) after receipt of 
written notice from the County specifying such failure. 

8.42.2 In the event that the County terminates this Master 
Agreement in whole or in part as provided in sub-paragraph 
8.42.1, the County may procure, upon such terms and in 
such manner as the County may deem appropriate, goods 
and services similar to those so terminated.  The Contractor 
shall be liable to the County for any and all excess costs 
incurred by the County, as determined by the County, for 
such similar goods and services.  The Contractor shall 
continue the performance of this Master Agreement to the 
extent not terminated under the provisions of this sub-
paragraph. 

8.42.3 Except with respect to defaults of any subcontractor, the 
Contractor shall not be liable for any such excess costs of 
the type identified in sub-paragraph 8.42.2 if its failure to 
perform this Master Agreement, including any Work Order 
issued hereunder, arises out of causes beyond the control 
and without the fault or negligence of the Contractor.  Such 
causes may include, but are not limited to:  acts of God or of 
the public enemy, acts of the County in either its sovereign 
or contractual capacity, acts of Federal or State 
governments in their sovereign capacities, fires, floods, 
epidemics, quarantine restrictions, strikes, freight 
embargoes, and unusually severe weather; but in every 
case, the failure to perform must be beyond the control and 
without the fault or negligence of the Contractor.  If the 
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failure to perform is caused by the default of a 
subcontractor, and if such default arises out of causes 
beyond the control of both the Contractor and subcontractor, 
and without the fault or negligence of either of them, the 
Contractor shall not be liable for any such excess costs for 
failure to perform, unless the goods or services to be 
furnished by the subcontractor were obtainable from other 
sources in sufficient time to permit the Contractor to meet 
the required performance schedule. As used in this sub-
paragraph 8.42.3, the terms "subcontractor" and 
"subcontractors" mean subcontractor(s) at any tier. 

8.42.4 If, after the County has given notice of termination under the 
provisions of this sub-paragraph 8.42, it is determined by 
the County that the Contractor was not in default under the 
provisions of this sub-paragraph 8.42, or that the default 
was excusable under the provisions of sub-
paragraph 8.42.3, the rights and obligations of the parties 
shall be the same as if the notice of termination had been 
issued pursuant to sub-paragraph 8.41 - Termination for 
Convenience. 

8.42.5 The rights and remedies of the County provided in this sub-
paragraph 8.42 shall not be exclusive and are in addition to 
any other rights and remedies provided by law or under this 
Master Agreement. 

8.43 TERMINATION FOR IMPROPER CONSIDERATION 

8.43.1 The County may, by written notice to the Contractor, 
immediately terminate the right of the Contractor to 
proceed under this Master Agreement if it is found that 
consideration, in any form, was offered or given by the 
Contractor, either directly or through an intermediary, to 
any County officer, employee, or agent with the intent of 
securing this Master Agreement or securing favorable 
treatment with respect to the award, amendment, or 
extension of this Master Agreement or the making of any 
determinations with respect to the Contractor’s 
performance pursuant to this Master Agreement.  In the 
event of such termination, the County shall be entitled to 
pursue the same remedies against the Contractor as it 
could pursue in the event of default by the Contractor. 

8.43.2 The Contractor shall immediately report any attempt by a 
County officer or employee to solicit such improper 
consideration.  The report shall be made either to the 
County manager charged with the supervision of the 
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employee or to the County Auditor-Controller's Employee 
Fraud Hotline at (800) 544-6861. 

8.43.3 Among other items, such improper consideration may take 
the form of cash, discounts, services, the provision of travel 
or entertainment, or tangible gifts. 

8.44 TERMINATION FOR INSOLVENCY 

8.44.1 The County may terminate this Master Agreement forthwith 
in the event of the occurrence of any of the following: 

 Insolvency of the Contractor.  The Contractor shall be 
deemed to be insolvent if it has ceased to pay its debts 
for at least sixty (60) days in the ordinary course of 
business or cannot pay its debts as they become due, 
whether or not a petition has been filed under the 
Federal Bankruptcy Code and whether or not the 
Contractor is insolvent within the meaning of the Federal 
Bankruptcy Code; 

 The filing of a voluntary or involuntary petition regarding 
the Contractor under the Federal Bankruptcy Code; 

 The appointment of a Receiver or Trustee for the 
Contractor; or 

 The execution by the Contractor of a general assignment 
for the benefit of creditors. 

 8.44.2 The rights and remedies of the County provided in this sub-
paragraph 8.44 shall not be exclusive and are in addition to 
any other rights and remedies provided by law or under this 
Master Agreement. 

8.45 TERMINATION FOR NON-ADHERENCE OF COUNTY LOBBYIST 
ORDINANCE 

 The Contractor, and each County Lobbyist or County Lobbying firm 
as defined in County Code Section 2.160.010 retained by the 
Contractor, shall fully comply with the County’s Lobbyist Ordinance, 
County Code Chapter 2.160. Failure on the part of the Contractor or 
any County Lobbyist or County Lobbying firm retained by the 
Contractor to fully comply with the County’s Lobbyist Ordinance shall 
constitute a material breach of this Master Agreement, upon which 
the County may in its sole discretion, immediately terminate or 
suspend this Master Agreement. 
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8.46 TERMINATION FOR NON-APPROPRIATION OF FUNDS 

Notwithstanding any other provision of this Master Agreement, the 
County shall not be obligated for the Contractor’s performance 
hereunder or by any provision of this Master Agreement during any 
of the County’s future fiscal years unless and until the County’s 
Board of Supervisors appropriates funds for this Master Agreement 
in the County’s Budget for each such future fiscal year.  In the event 
that funds are not appropriated for this Master Agreement, then this 
Master Agreement shall terminate as of June 30 of the last fiscal 
year for which funds were appropriated.  The County shall notify the 
Contractor in writing of any such non-allocation of funds at the 
earliest possible date. 

8.47 VALIDITY 

 If any provision of this Master Agreement or the application thereof to 
any person or circumstance is held invalid, the remainder of this 
Master Agreement and the application of such provision to other 
persons or circumstances shall not be affected thereby. 

8.48 WAIVER 

 No waiver by the County of any breach of any provision of this 
Master Agreement shall constitute a waiver of any other breach or of 
such provision.  Failure of the County to enforce at any time, or from 
time to time, any provision of this Master Agreement shall not be 
construed as a waiver thereof.  The rights and remedies set forth in 
this sub-paragraph 8.48 shall not be exclusive and are in addition to 
any other rights and remedies provided by law or under this Master 
Agreement. 

8.49 WARRANTY AGAINST CONTINGENT FEES 

 8.49.1 The Contractor warrants that no person or selling agency 
has been employed or retained to solicit or secure this 
Master Agreement upon any agreement or understanding 
for a commission, percentage, brokerage, or contingent fee, 
excepting bona fide employees or bona fide established 
commercial or selling agencies maintained by the 
Contractor for the purpose of securing business. 

 8.49.2 For breach of this warranty, the County shall have the right 
to terminate this Master Agreement and, at its sole 
discretion, deduct from the Master Agreement price or 
consideration, or otherwise recover, the full amount of such 
commission, percentage, brokerage, or contingent fee. 
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8.50 WARRANTY OF COMPLIANCE WITH COUNTY’S DEFAULTED 
PROPERTY TAX REDUCTION PROGRAM 

Contractor acknowledges that County has established a goal of 
ensuring that all individuals and businesses that benefit financially 
from County through contract are current in paying their property 
tax obligations (secured and unsecured roll) in order to mitigate the 
economic burden otherwise imposed upon County and its 
taxpayers. 
 
Unless Contractor qualifies for an exemption or exclusion, 
Contractor warrants and certifies that to the best of its knowledge it 
is now in compliance, and during the term of this contract will 
maintain compliance, with Los Angeles County Code Chapter 
2.206.  

8.51 TERMINATION FOR BREACH OF WARRANTY TO MAINTAIN 
COMPLIANCE WITH COUNTY’S DEFAULTED PROPERTY TAX 
REDUCTION PROGRAM 

Failure of Contractor to maintain compliance with the requirements 
set forth in Paragraph 8.51 "Warranty of Compliance with County’s 
Defaulted Property Tax Reduction Program” shall constitute default 
under this contract. Without limiting the rights and remedies 
available to County under any other provision of this contract, 
failure of Contractor to cure such default within 10 days of notice 
shall be grounds upon which County may terminate this contract 
and/or pursue debarment of Contractor, pursuant to County Code 
Chapter 2.206. 

8.52 TIME OFF FOR VOTING  

The Contractor shall notify its employees, and shall require each 
subcontractor to notify and provide to its employees, information 
regarding the time off for voting law (Elections Code Section 
14000).  Not less than 10 days before every statewide election, 
every Contractor and subcontractors shall keep posted 
conspicuously at the place of work, if practicable, or elsewhere 
where it can be seen as employees come or go to their place of 
work, a notice setting forth the provisions of Section 14000. 

9.0 UNIQUE TERMS AND CONDITIONS 

9.1 INFORMATION SECURITY REQUIREMENTS 

This Master Agreement and the work provided by Contractor under 
the Master Agreement are subject to the provisions of Exhibit K – 
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Information Security Requirements, to the extent applicable.  
Failure by Contractor to meet the requirements of such Exhibit K – 
Information Security Requirements shall constitute a material 
breach of the Master Agreement and shall be grounds for 
immediate termination of this Master Agreement for default at the 
sole discretion of County. 

9.2 OWNERSHIP OF MATERIALS, SOFTWARE AND COPYRIGHT  

9.2.1 County shall be the sole owner of all right, title and interest, 
including copyright, in and to all software, plans, diagrams, 
facilities, and tools (hereafter "materials") which are 
originated or created through Contractor’s work pursuant to 
this Master Agreement.  Contractor, for valuable 
consideration herein provided, shall execute all documents 
necessary to assign and transfer to, and vest in the County 
all Contractor’s right, title and interest in and to such original 
materials, including any copyright, patent and trade secret 
rights which arise pursuant to Contractor’s work under this 
Master Agreement. 

9.2.2 Any and all materials, software and tools which are 
developed or were originally acquired by Contractor outside 
the scope of this Master Agreement, which Contractor 
desires to use hereunder, and which Contractor considers to 
be proprietary or confidential, must be specifically identified 
by Contractor to County’s Project Manager as proprietary or 
confidential, and shall be plainly and prominently marked by 
Contractor as "Propriety" or "Confidential" on each 
appropriate page of any document containing such material. 

9.2.3 County will use reasonable means to ensure that 
Contractor’s proprietary and/or confidential items are 
safeguarded and held in confidence.  County agrees not to 
reproduce, distribute or disclose to non-County entities any 
such proprietary and/or confidential items without the prior 
written consent of Contractor. 

9.2.4 Notwithstanding any other provision of this Master 
Agreement, County will not be obligated to Contractor in any 
way under sub-paragraph 9.2.3 for any of Contractor’s 
proprietary and/or confidential items which are not plainly 
and prominently marked with restrictive legends as required 
by sub-paragraph 9.2.2 or for any disclosure which County is 
required to make under any state or federal law or order of 
court. 
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   9.2.5 All the rights and obligations of this sub-paragraph 9.2 shall 
survive the expiration or termination of this Master 
Agreement. 

9.3 PATENT, COPYRIGHT AND TRADE SECRET INDEMNIFICATION 

  9.3.1 Contractor shall indemnify, hold harmless and defend 
County from and against any and all liability, damages, 
costs, and expenses, including, but not limited to, defense 
costs and attorneys' fees, for or by reason of any actual or 
alleged infringement of any third party's patent or copyright, 
or any actual or alleged unauthorized trade secret 
disclosure, arising from or related to the operation and 
utilization of Contractor’s work under this Master Agreement.  
County will inform Contractor as soon as practicable of any 
claim or action alleging such infringement or unauthorized 
disclosure and shall support Contractor’s defense and 
settlement thereof. 

  9.3.2 In the event product of any services provided under the 
Master Agreement becomes the subject of any complaint, 
claim, or proceeding alleging infringement or unauthorized 
disclosure, such that County’s continued use of such product 
is formally restrained, enjoined, or subjected to a risk of 
damages, Contractor, at its sole expense, and providing that 
County’s continued use of such product is not materially 
impeded, shall either: 

 Procure for County all rights to continued use of the 
questioned product or any part thereof; or 

 Replace the questioned product or any part thereof with a 
non-questioned product or part thereof; or 

 Modify the questioned product or part thereof so that it is 
free of all claims. 

 9.3.3 Contractor shall have no liability if the alleged infringement 
or unauthorized disclosure is based upon a use of the 
questioned product, either alone or in combination with other 
items not supplied by Contractor, in a manner for which the 
questioned product was not designed or intended unless 
such use was authorized by Contractor. 

 

/ 
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AUTHORIZATION OF MASTER AGREEMENT FOR 
INVESTIGATION SERVICES 

 

IN WITNESS WHEREOF, the Board of Supervisors of the County of Los 

Angeles has caused this Master Agreement to be executed by the Director of 

Personnel, Department of Human Resources or designee and approved by 

County Counsel, and Contractor has caused this Master Agreement to be 

executed in its behalf by its duly authorized officer, this _________ day of 

________________, 201_. 

      
 COUNTY OF LOS ANGELES 
 
       

 By___________________________ 
       Lisa M. Garrett 

Director of Personnel 
Department of Human Resources 

 
 
 
 
By_____________________________ 
  Contractor 
 
Signed:__________________________ 
 
Printed: _________________________ 
 
Title:    __________________________ 
 
 
APPROVED AS TO FORM: 
 
_____________________ 
MARY C. WICKHAM  
County Counsel 
 
 
By________________________ 
         Deputy County Counsel 
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EXHIBIT A 

 

SAMPLE MASTER AGREEMENT 

STATEMENTS OF WORK 
 

Statement of Work A.1 (SOW A.1) for Equity Investigations 

 SOW A.1 

 SOW A.1 Exhibits: 

o Exhibit 1 Master Agreement Discrepancy Report 

o Exhibit 2 Investigative Plan Template 

o Exhibit 3 Investigative Report Template 

o Exhibit 4 Contractor’s Request for Good Cause Extension 

o Exhibit 5 Monthly Status Report Template 

 

Statement of Work A.2 (SOW A.2) for Personnel Investigations 

 SOW A.2 

 SOW A.2 Exhibits: 

o Exhibit 1 Master Agreement Discrepancy Report 

o Exhibit 2 Investigative Plan Template 

o Exhibit 3 Investigative Report Template 

o Exhibit 4 Contractor’s Request for Good Cause Extension 

o Exhibit 5 Monthly Status Report Template 
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STATEMENT OF WORK A.1 
FOR EQUITY INVESTIGATIONS 

 
1.0 SCOPE OF WORK 

Contractor shall provide investigation services and produce an Investigative Report on 
equity complaints jurisdictional to the County Policy of Equity (CPOE) and which are 
classified as presenting potential conflict of interest issues for the County Equity 
Investigations Unit (CEIU) of the Department of Human Resources (DHR) and/or 
investigations which are part of the CEIU caseload and are open more than 90 days.  The 
investigation information shall be utilized by the County Equity Oversight Panel (CEOP) in 
making recommendations regarding complaints alleging potential violation of the CPOE 
filed by County employees.  Equity investigations shall include, but not be limited to, 
matters related to the CPOE as well as federal, state, and County anti-discrimination laws, 
regulations and policies. 

 
2.0 ADDITION AND/OR DELETION OF FACILITIES, SPECIFIC TASKS 

AND/OR WORK HOURS   
 
  2.1 All changes must be made in accordance with sub-paragraph 8.1 Amendments of 

the Master Agreement. 
 
3.0 QUALITY CONTROL 

The Contractor shall establish and utilize a comprehensive Quality Control Plan to assure 
the County a consistently high level of service throughout the term of the Master 
Agreement.  The Plan shall be submitted to the County Contract Project Monitor for review.  
The plan shall include, but may not be limited to the following: 
 
3.1 Method of monitoring to ensure that Master Agreement requirements are being met. 
 

4.0 QUALITY ASSURANCE PLAN 

 The County will evaluate the Contractor’s performance under this Master Agreement using 
the quality assurance procedures as defined in this Master Agreement, Paragraph 8, 
Standard Terms and Conditions, Sub-paragraph 8.14, County’s Quality Assurance Plan. 

 4.1 As-Needed Meetings 

 Contractor is required to attend a meeting on an as-needed basis as requested by 
the County.  Failure to attend may cause an assessment of one-hundred dollars 
($100). 

4.2 Master Agreement Discrepancy Report (SOW A.1 - Exhibit 1) 

 Verbal notification of a Master Agreement discrepancy will be made to the Contract 
Project Monitor as soon as possible whenever a Master Agreement discrepancy is 
identified.  The problem shall be resolved within a time period mutually agreed upon 
by the County and the Contractor. 



SOW A.1 

 
SOW A.1 –Master Agreement for Investigation Services                                                                    Page 2 
June 2016 

 

 The County Contract Project Manager will determine whether a formal Master 
Agreement Discrepancy Report shall be issued.  Upon receipt of this document, the 
Contractor is required to respond in writing to the County Contract Project Manager 
within five (5) workdays, acknowledging the reported discrepancies or presenting 
contrary evidence.  A plan for correction of all deficiencies identified in the Contract 
Discrepancy Report shall be submitted to the County Contract Project Manager 
within five (5) workdays. 

4.3 County Observations 

 In addition to departmental contracting staff, other County personnel may observe 
performance, activities, and review documents relevant to this Master Agreement at 
any time during normal business hours.  However, these personnel may not 
unreasonably interfere with the Contractor’s performance.  

5.0 DEFINITIONS 

The headings herein contained are for convenience and reference only and are not 
intended to define the scope of any provision thereof. The following words as used herein 
shall be construed to have the following meaning, unless otherwise apparent from the 
context in which they are used.  

 5.1 Calendar Month: The first day through the last day of each month. 

 5.2 Capacity:  Contractor’s ability to be assigned equity and/or personnel cases by the 
County, to accept the cases and to timely meet all tasks, deliverables and 
expectations as required and described in the Master Agreement. 

 5.3 Date of Case Assignment:  The date of County’s issuance of the “Work Order 
and Contractor Certification” assigning case(s) to Contractor.  

 5.4 Instructions for Electronic Submission of Documents:  Instructions provided to 
Contractor after execution of Master Agreement for electronically and securely 
receiving documents from, and submitting documents to, the County.  

 5.5 Investigative Case File:   An electronic file which contains case documents 
obtained and/or created during case investigation process, including working 
documents.  The Investigative Case File will adhere to the Investigative Case File 
Template (SOW A.1 - Exhibit 3), and will contain the case documents organized 
with labelled section dividers. 

 5.6 Investigative Plan:  A tool which helps the investigator navigate through the 
investigation, and is completed after the review of the case file.  The Investigative 
Plan will adhere to the Investigative Plan Template, and identifies the following:  
the Complaining Party (CP) and the alleged protected status of the CP; the Subject 
of the Investigation (SOI) and the alleged prohibited conduct of the SOI; the 
specific allegations and act(s) of harm; the list of witnesses; the list of documents 
received, reviewed and/or needed; and an interview scheduling chart.   
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5.7 Monthly Status Report:  A report provided to County by Contractor which 
provides the status of the investigation for all equity investigation cases assigned to 
and/or pending with Contractor for the prior Calendar Month.  The Monthly Status 
Report submitted by Contractor will adhere to the Monthly Status Report Template, 
and identifies the following: General case information, Contractor’s assigned 
investigator, due date and submission dates of the Investigative Plan, what has 
been accomplished, what remains to be accomplished, any barriers which may 
preclude the Case Report from being submitted to the County within 60 days of 
Case Assignment to Contractor, requests for County assistance needed to address 
the barrier(s), and the initial and any extensions to the due date for the 
Investigative Report. 

5.8 Investigative Report: A written summary of the facts gathered during the course 
of the investigation.  The Investigative Report will adhere to the Investigative 
Report Template, and include all referenced exhibits, documents, and copies of all 
recorded interviews. 

6.0 RESPONSIBILITIES 

 The County’s and the Contractor’s responsibilities are as follows: 

 COUNTY 

 6.1 Personnel 

The County will administer the Master Agreement according to the Master 
Agreement, Paragraph 6.0, Administration of Master Agreement - County.  
Specific duties will include: 

6.1.1 Monitoring the Contractor’s performance in the daily operation of this 
Master Agreement. 

6.1.2 Providing direction to the Contractor in areas relating to policy, information 
and procedural requirements. 

6.1.3 Preparing Amendments in accordance with the Master Agreement, 
Paragraph 8.0, Standard Terms and Conditions, Sub-paragraph 8.1 
Amendments. 

 6.2 Furnished Items 

  6.2.1  Upon issuance of a work order and acceptance by Contractor, County will 
provide Contractor the confidential Investigative Case File for each 
assigned case.  Confidential Investigative Case Files remain the sole 
property of the County and will be returned to the County, unduplicated by 
the Contractor, on the 1st or 15th of each month and within no more than 
fifteen (15) calendar days of County’s acceptance of Investigative Report. 
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  6.2.2 County will provide a County Contractor identification badge to Contractor 
employees as set forth in sub-paragraph 7.4 – Contractor’s Staff 
Identification, of the Master Agreement. 

  6.2.3 County will provide Contractor the template for the Investigative Plan to be 
completed for each assigned case (SOW A.1 – Exhibit 2).  The County 
reserves the right to, in its sole discretion; revise the template to be used 
by Contractor. 

  6.2.4 County will provide Contractor a template to be followed for the 
organization and elements to be included in the Investigative Report 
(SOW A.1– Exhibit 3).  The County reserves the right to, in its sole 
discretion; revise the template to be used by Contractor.    

6.2.5 County will provide Contractor a form to request extension of time for 
submission of the Investigative Plan and/or Investigative Report (SOW 
A.1– Exhibit 4).  The County reserves the right to, in its sole discretion; 
revise the form to be used by Contractor.  

  6.2.6 County will provide Contractor the template for the Monthly Status Report 
to be completed with information on all equity investigation cases assigned 
to and/or pending with Contractor for the prior Calendar Month (SOW A.1 
– Exhibit 5).  The County reserves the right to, in its sole discretion; revise 
the template to be used by Contractor. 

  6.2.7 County will provide Contractor with Instructions for Electronic Submission 
of Documents upon execution of the Master Agreement.  The County 
reserves the right to, in its sole discretion, revise the instructions to be used 
by Contractor. 

 CONTRACTOR 

 6.3 Project Manager 

6.3.1 Contractor shall provide a Project Manager and a designated alternate. 
Contractor shall provide a telephone number where the Project Manager 
may be reached between the hours of 8:00 a.m. and 5:00 p.m. on all 
Business Days.   

6.3.2 Project Manager/alternate shall act as a central point of contact with the 
County.  

  6.3.3 Project Manager/alternate shall have full authority to act for Contractor on all 
matters relating to the daily operation of the Master Agreement. Project 
Manager/alternate shall be able to effectively communicate, in English, both 
orally and in writing. 

 6.4 Personnel 

6.4.1 Contractor shall assign a sufficient number of employees to cases assigned 
to and accepted by Contractor in order to meet all requirements for case 
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completion and submission of Investigative Report to the County within 60 
calendar days of Case Assignment to Contractor.   

6.4.2 Contractor investigators must possess the following minimum qualifications: 

 Two (2) years of experience conducting employment and/or 
administrative investigations.  

6.4.3 Contractor shall submit to County executed Confidentiality Agreement 
(Exhibit G) for each Contractor employee performing services covered by 
this Master Agreement, as set for forth in sub-paragraph 7.6.5 – 
Confidentiality, of the Master Agreement, and for non-employees as set forth 
in sub-paragraph 7.6.6. 

6.4.4 Contractor shall be required to background check their employees as set 
forth in sub-paragraph 7.5 – Background & Security Investigations, of the 
Master Agreement. 

6.4.5 Contractor shall ensure their employees have obtained a County Contractor 
Identification before they are assigned to work in a County facility, as set 
forth in sub-paragraph 7.4 – Contractor’s Staff Identification, of the Master 
Agreement.   

6.5 Identification Badges 

6.5.1 Contractor shall ensure their employees are appropriately identified as set 
forth in sub-paragraph 7.4 – Contractor’s Staff Identification, of the Master 
Agreement.   

6.5.2 Contractor shall be responsible for obtaining the County Contractor 
identification badges from the County for its employees and distributing them 
to its employees.    

6.5.3 Contractor shall be responsible for timely obtaining each of the County 
Contractor identification badges from its employees and returning them to 
the County as set forth in Paragraph 7.4 – Contractor’s Staff Identification, of 
the Master Agreement. 

6.6 License    

  Contractor shall possess a current Private Investigator license issued by the State 
of California. 

 6.7 Materials and Equipment 

  The purchase of all materials/equipment to provide the needed services is the 
responsibility of the Contractor. Contractor shall use materials and equipment that 
are safe for the environment and safe for use by the employee.  
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6.8 Training 

COUNTY 
 

6.8.1 County will provide an initial, mandatory training to Contractor’s designated 
representative on the requirements, processes, procedures standards and 
expectations of the County for investigations being conducted under this 
Master Agreement, and will include training on the County Policy of Equity.  
This training will be provided at no cost to Contractor. 

6.8.2 County will provide Contractor with up to three (3) dates to select from for the 
training described in 6.8.1, and will attempt to schedule the training 
immediately after execution of Contractor’s Master Agreement. 

CONTRACTOR 

6.8.3 Contractor shall designate its representative to be trained by the County as 
described in 6.8.1.  Training will be attended by Contractor’s representative 
at no cost to the County.   

6.8.4 Contractor’s representative shall train any Contractor staff that will be 
performing equity investigation services under this Master Agreement; 
Contractor shall not assign equity investigations to its staff who have not 
completed the Contractor’s equity training. 

6.8.5 Contractor shall provide training programs for all its new employees within 
ten (10) business days of the Contractor’s employee being cleared/approved 
by the County to perform work under this Master Agreement, and shall 
continue in-service training for all its employees as needed.  Contractor shall 
include the requirements, processes, procedures, standards and 
expectations of the County for the investigations being conducted under this 
Master Agreement, and will include training on the County Policy of Equity.  

6.8.6 All employees shall be trained in their assigned tasks and in the safe 
handling of equipment.  All equipment shall be checked daily for safety.  All 
employees must wear safety and protective gear according to OSHA 
standards. 

 6.9 Contractor’s Office  

 Contractor shall maintain an office with a telephone in the company’s name where 
Contractor conducts business.  The office shall be staffed during the hours of 8:00 
a.m. to 5:00 p.m., during all Business Days, by at least one employee who can 
respond to inquiries and complaints which may be received about the Contractor’s 
performance of the Master Agreement.  When the office is closed, an answering 
service or electronic answering machine shall be provided to receive calls.  The 
Contractor shall answer calls received by the answering service/electronic machine 
by the next Business Day after receipt of the call. 
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7.0 SPECIFIC WORK REQUIREMENTS 
 
Assignment of Work to Contractor: 

7.1 Upon issuance of a “Work Order and Contractor Certification” (Master Agreement 
Exhibit H – Sample Work Order and Contractor Certification), Contractor shall 
execute Section II certifying its ability to accept the case assignment and to 
complete it pursuant to the Master Agreement requirements. 

7.2 After executing Section II, Contractor shall electronically return the “Work Order and 
Contractor Certification” to the County Project Manager within two (2) Business 
Days of issuance of the work order and the original signed copy to County within 
fifteen (15) Business Days of the issuance of the work order. 

 
Investigative Plan: 

 
7.3 Utilizing the template provided by County (SOW A.1 – Exhibit 2), Contractor shall 

develop an appropriate Investigative Plan describing the complaint analysis and 
approach to guide the investigator at the onset of each investigation, including but 
not limited to, identification of the adverse action(s) alleged, the protected “basis” of 
discrimination involved, the list of initial witnesses to be interviewed, and a list of 
initial documents to be obtained.  The Investigative Plan is completed after the 
review of the case file. 

 
7.4 Within ten (10) Business Days of Case Assignment, Contractor shall electronically 

submit for review and approval an Investigative Plan for each assigned case to the 
County Project Director.    
 

7.5 Contractor shall electronically submit revised Investigative Plans when actual 
performance differs substantially from planned performance. Within four (4) 
Business Days of determining the performance differentiation, revisions shall be 
submitted to the County Project Manager for review and approval. 
 

Monthly Status Reports: 
 
7.6 Utilizing the template provided by County (SOW A.1 – Exhibit 5), Contractor shall 

complete a Monthly Status Report describing the status of the equity investigation 
for all equity investigation cases assigned to and/or pending with Contractor for the 
prior Calendar Month.  The Monthly Status Report includes general case 
information, Contractor’s assigned investigator, due date and submission dates of 
the Investigative Plan, what has been accomplished, what remains to be 
accomplished, any barriers which may preclude the Case Report from being 
submitted to the County within 60 days of Case Assignment to Contractor, requests 
for County assistance needed to address the barrier(s), and the initial and any 
County-approved extensions to the due date for the Investigative Report. 
   

7.7 Contractor shall electronically submit Monthly Status Reports to the County Project 
Manager by no later than the 10th of every month for the prior Calendar Month. 
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Case Investigation: 
 
7.8 Contractor shall identify and analyze all relevant and pertinent testimonial, 

documentary, and/or physical evidence relevant to the allegations. 
 
7.9 Contractor shall utilize appropriate interview techniques, credibility assessments, 

and conduct effective and comprehensive witness interviews.  Contractor shall 
audio record every interview.   

 
7.10 Contractor shall immediately notify the County Contract Director and County 

Contract Project Manager of other matters uncovered during the course of the 
investigations that may potentially violate any federal, state and/or County anti-
discrimination laws, regulations or policies related to anti-discrimination, including 
the County Policy of Equity (CPOE).  

 
7.11 Contractor shall communicate with designated DHR staff and any other relevant 

County representatives as deemed reasonable to keep the County informed of 
progress as necessary to obtain additional data and/or information needed to 
complete the investigation. 

 
Investigative Report: 

 
7.12 Utilizing the template provided by County (SOW A.1 – Exhibit 3), Contractor shall 

provide a comprehensive written Investigative Report for each investigation.  The 
report shall include an investigative summary containing all facts and evidence 
relevant to the investigation, exhibits that contain relevant documentary evidence, 
and/or other documentation prescribed by the County.  The Investigative Report 
shall be organized in the format provided by County in SOW A.1 - Exhibit 3, 
Investigative Report Template. 

 
7.13 Contractor shall complete all equity investigations, including the specific tasks 

contained herein, and to submit the Investigative Report to the County no later than 
60 calendar days after Case Assignment to Contractor. 

 
7.14 Contractor shall electronically submit the Investigative Report to the County Project 

Director in both a Word document and a PDF document. 
 
7.15 Contractor shall provide modifications to previously submitted reports as requested 

by the County. 
 

Investigative Case File: 
 
7.16 Contractor shall provide a comprehensive electronic Investigative Case File for each 

investigation.  The Investigative Case File shall include all documents obtained 
and/or created during the investigative process, including working documents and 
investigator notes.   
 

7.17 Contractor shall organize all documents and audio recordings in electronic files as 
described in SOW A.1 - Exhibit 3, Investigative Report Template.    
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7.18 Contractor shall electronically submit the Investigative Case File to the County 
within 10 calendar days of the County’s acceptance of the Investigative Report.   
 

7.19 Contractor shall hand-deliver any documents in the Investigative Case File to the 
County which cannot be electronically submitted, and any documents which are 
original documents.  Documents will be hand-delivered only to the County Project 
Director and/or County Project Manager in a secured, sealed envelope or container 
which is clearly marked “Confidential”. 

 
Request for Extension of Time: 

 
7.20 Contractor shall immediately advise the County Contract Director and County 

Contract Project Manager of any issue(s) that would preclude the timely completion 
of the case investigation and submission of required reports as set forth in this 
Master Agreement.   

 
7.21 Contractor shall immediately electronically submit the Contractor’s Request for 

Good Cause Extension of time on case investigation (SOW A.1 – Exhibit 4) to 
County if there is good cause for Contractor to request an extension to the timeline 
to submit the Investigative Plan (i.e., 10 calendar days from Case Assignment) 
and/or Investigative Report (i.e., 60 calendar days from Case Assignment).  Any 
Request for Extension of Time shall be approved or denied at the sole discretion of 
County, and shall be deemed approved only in writing by the County.  

 
Electronic Documents: 

 
7.22 Contractor shall submit all documents to the County in an electronic PDF format, 

except for the Investigative Report which shall be submitted in both an electronic 
PDF format and a Word document format. 
 

7.23 Contractor shall electronically submit all required documents, including but not 
limited to Investigative Plans, Investigative Reports, Monthly Status Reports, and 
Requests for Good Cause Extension, to the County Project Manager utilizing the 
Instructions for Electronic Submission of Documents.  Contractor shall adhere to all 
instructions and protocols when electronically submitting documents to the County 
to ensure secure and confidential transmission of all documents, including but not 
limited to the requirements set forth in Exhibit K (Information Security 
Requirements) to the Master Agreement.   
 

7.24 Contractor shall use the file naming protocol provided by the County for all 
electronic files submitted to the County. 

 
7.25 Contractor shall immediately permanently delete all electronic files from its records 

and servers, and destroy all paper copies of documents in its possession upon 
receipt of written acceptance of the electronic documents by the County.  Contractor 
shall destroy such electronic records and paper documents by (a) shredding or 
otherwise destroying paper, film, or other hard copy media so that the document 
cannot be read or otherwise cannot be reconstructed; and (b) clearing, purging or 
destroying electronic files such that the information cannot be retrieved, subject to 
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the provisions of and as required by Exhibit K (Information Security Requirements) 
to the extent applicable. 

 
Related Work: 

  
7.26 Contractor shall attend, appear and/or testify at various hearings or entities (e.g., 

County Policy of Equity Panel, the Civil Service Commission) and/or other meetings 
as requested by the County, with payment for preparation time for said 
appearance/testimony only upon a prior written request of Contractor and written 
pre-approval of the County. 
 

Confidentiality: 
 
7.27 Contractor shall consider all documents, conversations, and evidence related to 

County investigative matters confidential and shall maintain all such documents, 
conversations and evidence in the strictest level of security and non-disclosure, in 
compliance with the Confidentiality Agreement (Master Agreement Exhibits G3, G4 
and/or G5). 
 

7.28 Contractor shall ensure that all electronic and paper copy documents and records 
are permanently and securely deleted and destroyed after written acceptance of the 
document by the County (see 7.25 above), subject to the provisions of and in 
accordance with Master Agreement Exhibit K (Information Security Requirements) 
to the extent applicable. 
 

8.0 GREEN INITIATIVES 

8.1 Contractor shall use reasonable efforts to initiate “green” practices for 
environmental and energy conservation benefits. 

8.2 Contractor shall notify County’s Project Manager of Contractor’s new green 
initiatives prior to the Master Agreement commencement. 
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MASTER AGREEMENT DISCREPANCY REPORT 
 
TO:   

FROM:   

DATES: Prepared:   

 Returned to Contractor:   

 Action Completed:   

 
1.  DISCREPANCY PROBLEMS: 
 

   

Signature of County Representative  Date 
 

2.  CONTRACTOR RESPONSE (Cause and Corrective Action):
 

   

Signature of Contractor Representative  Date 
 

3.  COUNTY EVALUATION OF CONTRACTOR RESPONSE:
 

   

Signature of County Representative  Date 
 

4. COUNTY ACTIONS: 
 

 
5.  CONTRACTOR NOTIFIED OF ACTION: 

County Representative’s Signature:  Date:  

Contractor Representative’s Signature:  Date:  
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DEPARTMENT OF HUMAN RESOURCES  
COUNTY EQUITY INVESTIGATIONS UNIT 

Investigative Plan 
 
 

CEIU Case Number:       

Contractor Case Assigned to:       

Date Case Assigned to Contractor:       

 
Date Investigative Plan Prepared:        
Complaining Party (CP):       
Department:       
Job Title:       
 
Subject(s) of Investigation (SOIs)  Job Title(s)    Department(s)   
1.                   
2.                   
3.                   
 
A.  Alleged Protected Status (Indicate any identified by CP)  

Sex   Race   Color   Ancestry   National   
Origin 

Ethnicity   

Age   Disability   Religion   Marital  
Status 

Sexual  
Orientation 

Medical   
Condition 

Retaliation   If retaliation, what was the protected activity? 
      

 

B.        Alleged Prohibited Conduct For Each SOI SOI #1 SOI #2 SOI #3

 Disparate Treatment    

 Sexual Harassment    

 Harassment/Hostile Work Environment    

 Third-person bystander harassment    

 Failure to provide reasonable 
accommodation 

   

 Failure to provide religious accommodation    

 Inappropriate conduct toward others    

 Retaliation    

 Failure to Report    

 Other:          
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C. Allegations/Acts of Harm: 

 List each allegation and the resulting act of harm for the CP:  

            Allegation(s)       Act(s) of Harm     Name(s) of SOI(s)           Name(s) of Witness(es) 
1.                         
2.                         
3.                         
4.                         
5.                         
6.                         
7.                         
8.                         
9.                         
10.                         
 
D. Timely Reporting: 

 Date(s) of allegation(s):       
 Date management notified:       

 Date CEIU notified       
 

E. Steps of the Investigation Date Completed 

1. Review case file.       
2. Draft initial investigative plan.       
3.             
4.             
5.             
6.             
7.             
8.             
9.             
10.             
11.             
12.             
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 F. List of Possible Witnesses 
Type of witness Name/Title Connection to allegation(s) Interview Date(s)
Complaining Party                   
CP’s Witnesses                   

                  
                  
                  
                  

Other witnesses                   
                  
                  
                  
                  

SOI(s)                   
                  

SOI witnesses                   
                  

 
 
G.  List of Documents 

Type of document 
Date of 
Request Who Request Made To Date of Receipt 

1.                         
2.                         
3.                         
4.                         
5.                         
6.                         
7.                         
8.                         
9.                         
10.                         
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Assigned Investigator(s) 
  

Name:       Date Assigned:       

Name:       Date Assigned:       

Name:       Date Assigned:       
 

Review Information 

Completed by Investigator:       Date Completed:        

Contractor’s Quality Control Conducted By:       Date Conducted:        

Submitted to County by Contractor Staff:       Date Submitted:        

Reviewed by County Staff:       Date Reviewed:        

Returned for Revision by County Staff:       Date Returned:        

Re-submitted to County by Contractor Staff:       Date Re-Submitted:        

Reviewed by County Staff:       Date Reviewed:        
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DEPARTMENT OF HUMAN RESOURCES 
COUNTY EQUITY INVESTIGATIONS UNIT 

 
Investigative Report Template 

 

Each Investigative Report is comprised of the below required documents. 

 Contractor to provide County with all documents in an electronic Case File saved as a single PDF 
document and all audio recordings saved as WMA file(s) at the conclusion of the case investigation. 

 Required documents are to be organized and saved in the electronic Case File in the below specified 
order, with the Case File Cover Sheet at the top of the case file. 

 Each section is to have the appropriate Section Cover page inserted at the beginning of the section (see 
Pages 17 – 25 for cover sheets to be used) 

 Note:  The County may, at its sole discretion, make changes to the required document templates 
contractor is required to utilize for the Investigative Report. 

 
 

Required 
Document 

Reference Section Description 

1. Case File 
Cover Sheet 

See Page 3 
for Cover 
Sheet Form 
 

Provides a confidential cover sheet for case investigation file. 

2. Table of 
Contents  

See Pages  
4 - 5 for 
Sample Table 
of Contents.   
 

Provides a Table of Contents for Investigative Report. 

3. List of 
Persons 
Interviewed 

See Page 6 
for List of 
Persons 
Interviewed 
Form 
 

Provides a list of all individuals interviewed for case. 

4. Summary 
Chart 

See Page 7 
for Summary 
Chart Form 

Provides a summary of the issues and incidents related to case, to assist 
in following the chain of events as stated by the Charging Party, the 
Subject(s) of Investigation and witnesses; it is not a comprehensive list of 
all events related to the investigation. 
 

5. Investigative 
Summary 

See Pages   
8 -10 for 
Investigative 
Summary 
Form 
 

Provides a summary of the allegations, parties involved, and the case 
investigation. 

6. Intake 
Information 

n/a Section comprised of documents received from County Department(s) 
and/or Intake Specialist Unit (CISU).   
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Required 
Document 

Reference Section Description 

7. Audio 
Tracking 
Sheet & 
Audio 
Recordings 

See Page 11  
for Audio 
Tracking 
Sheet Form 

The Audio Tracking Sheet:  Provides a list of recorded interviews.   
 
Audio Recordings:  All interview recordings are to be saved in WMA file 
format as separate electronic files, and are to be submitted concurrently 
with the submission of the electronic PDF Case File.  The lowest memory 
storage size for audio may be used. 
 

8. Exhibits n/a Section comprised of documents received and reviewed as part of case 
investigation. 
 

9. Admonition 
Forms  

See Pages  
12 -15 for 
Admonition 
Forms 

Section comprised of admonition forms (Administrative Rights & 
Responsibilities) signed by each individual interviewed during case 
investigation.  One of four admonition forms are to be used based on 
status of interviewee to case investigation: 

 Exhibit on Page 12: For Complaining Party 
 Exhibit on Page 13:  For Subject of Investigation 
 Exhibit on Page 14:  For witness that is a County employee 
 Exhibit on Page 15:  For witness that is not a County employee 

 
10. DHR Class 

Specifications 
See Page 16  
for DHR 
Class 
Specifications 
Form 

DHR Class Specifications Form (form):  Provides a summary of the DHR 
Class Specifications for the payroll title of each Charging Party, 
Subject(s) of Investigation, and County employee witness.  The form is to 
list individuals in the following order:  1) Charging Party, 2) Subject(s) of 
Investigation, 3) Witnesses; and, within each of the three categories, 
individuals should be listed in alphabetical order by their last name.  
 
Individual Class Specifications:  For each payroll title listed on the form, 
the Class Specification is to be printed out and placed behind the form in 
the order they are listed on the form. 
 
Class Specifications are available on-line at 
http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=search.search 
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CONFIDENTIAL 
 
 
 
 
 
 
 
 

DEPARTMENT OF HUMAN RESOURCES 
COUNTY EQUITY INVESTIGATIONS UNIT 

 
CEIU CASE # [INSERT CASE NUMBER] 
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DEPARTMENT OF HUMAN RESOURCES 
COUNTY EQUITY INVESTIGATIONS UNIT 

 
TABLE OF CONTENTS 

CEIU # [INSERT CASE NUMBER] 
 
 

1. List of Persons Interviewed (List all individuals interviewed and their title in case) 

 CP [Insert name] 

 SOI [Insert name] 

 SOI [Insert name]  

 Witness [Insert name] 

 Witness [Insert name] 

2. Summary Chart 

3. Investigative Summary 

4. Intake Information (List all intake detail document) 

 [Insert document name, date of document] 

 [Insert document name, date of document] 

 [Insert document name, date of document] 

5. Audio Tracking Sheet and Audio CD (Departmental copy only)  
(List all individuals recorded and their title in case) 

 CP [Insert name] 

 SOI [Insert name] 

 SOI [Insert name] 

 Witness [Insert name]  

 Witness [Insert name] 

6. Exhibits (List all exhibit documents) 

 [Insert document name, date of document] 

 [Insert document name, date of document] 

 S[I[Insert document name, date of document] 

 [Insert document name, date of document] 

 [Insert document name, date of document] 
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Table of Contents 
CEIU # [Insert Case Number] 
Page 2 of 2 
 
 
 

7. Admonition Forms (List all individuals with Admonition Forms and their title in case) 

 SOI [Insert name] 

 SOI [Insert name] 

 Witness [Insert name] 

8. DHR Class Specifications (List all CP and SOI’s, their title in case, and their payroll title) 

 CP [Insert name] – [Insert Payroll Title] 

 SOI [Insert name] – [Insert Payroll Title] 

 SOI [Insert name] – [Insert Payroll Title] 
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DEPARTMENT OF HUMAN RESOURCES 
COUNTY EQUITY INVESTIGATIONS UNIT 

 
LIST OF PERSONS INTERVIEWED 

CEIU CASE # [INSERT CASE NUMBER] 

CONFIDENTIAL PERSONNEL INFORMATION 

  NAME  TITLE  RACE/ETHNICITY  AGE  GENDER  DATE OF HIRE

1.            

2.            

3.            

4.            

6.             

7.             

8.             

9.             

10.             

11.             

Page 1 of 1 



 
 

DEPARTMENT OF HUMAN RESOURCES 
COUNTY EQUITY INVESTIGATIONS UNIT 

 
SUMMARY CHART 

CEIU Case # [INSERT CASE NUMBER] 
 

CONFIDENTIAL PERSONNEL INFORMATION 
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DATE EVENTS/ALLEGATIONS WITNESS – SUPPORTING/DISPUTING INFORMATION 
[Insert Date] 
 

1. [Insert event/allegation] SUPPORTING: [insert information or type “None”].  
 
DISPUTING: [insert information or type “None”].  
 
OTHER: [insert information or type “None”]. 

[Insert Date] 2. [Insert event/allegation] 
 

SUPPORTING: [insert information or type “None”].  
 
DISPUTING: [insert information or type “None”].  
 
OTHER: [insert information or type “None”]. 
 

[Insert Date] 3. [Insert event/allegation] SUPPORTING: [insert information or type “None”].  
 
DISPUTING: [insert information or type “None”].  
 
OTHER: [insert information or type “None”]. 
 

[Insert Date] 4. [Insert event/allegation] SUPPORTING: [insert information or type “None”].  
 
DISPUTING: [insert information or type “None”].  
 
OTHER: [insert information or type “None”]. 
 

HRDS Case # [insert case number]    Page 1 of 1       SUMMARY CHART 
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DEPARTMENT OF HUMAN RESOURCES 
COUNTY EQUITY INVESTIGATIONS UNIT 

 
INVESTIGATIVE SUMMARY 

CEIU CASE # [INSERT CASE NUMBER] 
 
 

COMPLAINING PARTY: 
 

 [Insert last name, first name], (CP [Insert last 
name]), [Insert employee number], [Insert Payroll 
Title], [Insert department] 
 

SUBJECT(S) OF 
INVESTIGATION: 
 

[Insert last name, first name], (SOI [Insert last 
name]), [Insert employee number], [Insert Payroll 
Title], [Insert department] 
 
[Insert last name, first name], (SOI [Insert last 
name]), [Insert employee number], [Insert Payroll 
Title], [Insert department] 
 

DATE OF INCIDENT: 
 

[Insert start date] to [Insert end date] 

LOCATION: 
 

[Insert department/office name] 
[Insert locations’ physical address] 
 

DATE DEPARTMENT NOTIFIED: [Insert date] 

DATE OF HRDS NOTIFICATION: [Insert date] 

DATE HRDS OPENED: [Insert date] 

PRIMARY INVESTIGATOR: 
 
 

[Insert name] 
[Insert title] 
 

INVOLVED CODES AND POLICIES: 
 
The involved County Code and Policy section at issue in this investigation includes: 
 

 [List individual code or policy, with section number and name] 
  
  

 
 
 
CEIU # [Insert case number] Page 1                         INVESTIGATIVE SUMMARY 
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ALLEGATION SUMMARY 
 
[Provide summary of allegation made by CP] 
 
CURRENT STATUS:  
 
[Provide the current status of the CP and SOI(s), including their reporting relationship and 
physical proximity] 
 
BACKGROUND: 
 
Complaining Party: 
 
[Provide brief background information on CP, including dates of employment, history of 
County departments worked for and dates and titles of promotions/transfers.  Provide 
brief overview of events and dates related to case allegation(s, and any past or current 
disciplinary action].  
 
Subject of Investigation [Insert last name]: 
 
[Provide brief background information on SOI, including dates of employment, history of 
County departments worked for and dates and titles of promotions/transfers.  Provide 
brief overview of events and dates related to case allegation(s, and any past or current 
disciplinary action].  
 
Subject of Investigation [Insert last name]: 
 
[Provide brief background information on SOI, including dates of employment, history of 
County departments worked for and dates and titles of promotions/transfers.  Provide 
brief overview of events and dates related to case allegation(s), and any past or current 
disciplinary action].  
 
 
 
SPECIFIC ALLEGATIONS:   
 

1. [List allegations, including events and dates of events, made by CP in 
chronological order where possible]. 

2.   
3.  

 
 
 
 

CEIU # [Insert case number] Page 2                         INVESTIGATIVE SUMMARY 
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INVESTIGATIVE STATEMENTS: 
 
[Provide list of individuals making statements during case investigation in the following 
order: CP, SOI, Witness(es).  Under each individual: 

 Provide summary of the statements made, including events, dates, witnesses, etc.   
 Clearly label and provide any HRDS notes where applicable.   
 Provide case investigation number when documents which are part of case file 

are referred to. 
 Provide reference to audio recording location when statements made during 

recorded interview are referred to.] 
 
CP [Insert last name] 
 
SOI [Insert last name] 
 
SOI [Insert last name] 
 
Witness [Insert last name] 
 
Witness [Insert last name] 
 
Witness [Insert last name] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CEIU # [Insert case number] Page 3                         INVESTIGATIVE SUMMARY 
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DEPARTMENT OF HUMAN RESOURCES 

AUDIO TRACKING SHEET 

CEIU Number:  [Insert case number] 

     

Investigator(s) Name:  [Insert name, title]   

  

Total Number of Audio Files: [Insert number of audio files (not actual number of CD’s)] 

 

File Names:  

Complaining Party 

[Insert name] 

 
Subjects of Investigation 

 

[Insert name] 

[Insert name] 

[Insert name] 

 

Witnesses                             

[Insert name] 

[Insert name] 

[Insert name] 

 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 

SOW A.1 - Exhibit 3 - Investigation Services Master Agreement      Page 12 of 25 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF COMPLAINING PARTY] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are 
potential violations of federal, state, and/or County laws, regulations or policies.   
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
when a complaint on or related to personnel matters alleging potential violations of federal, state, and/or County 
laws, regulations or policies is filed.  You are the Complaining Party in such a complaint against employee(s) of 
Los County [insert department name].  As the Complaining Party, your statement in necessary in order to initiate 
the investigation of the allegations made against the subject(s) named in this matter.   
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.   
 
As a County employee, you are required to participate in administrative investigations including any and all 
interviews deemed necessary and to answer the interview questions truthfully to the best of your knowledge and 
belief pursuant to County/Department policy.  Failure to cooperate, failure or refusal to answer questions, or 
providing false statements or answers in the interview or during the course of the investigation may subject you 
to disciplinary action, up to and including discharge. 
 
Be advised that any act(s) of retaliation, interference, and/or discrimination against any individual(s) involved in 
this investigation is a violation of County/Department policy and could result in disciplinary action, up to and 
including discharge.   
 
The investigation, including this interview, is a confidential personnel matter.  You are instructed not to discuss 
this matter with any staff or other personnel/individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF SUBJECT OF INVESTIGATION] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are 
potential violations of federal, state, and/or County laws, regulations or policies.  
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
when a complaint on or related to personnel matters alleging potential violations of federal, state and/or County 
laws, regulations or policies is filed.  You have been named as a Subject of Investigation in such a complaint 
filed by [insert name of Complaining Party], an employee of Los Angeles County [insert department name].   
 
The complaint alleges [insert specific charge] based on [insert specific basis].  
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.  As the Subject of 
Investigation, you have the right to have a representative of your choice, who is not involved in this investigation, 
present with you during the interview.  If you wish to tape record or have a representative present, the interview 
will be suspended for a reasonable time for you to obtain a tape recorder and/or representative 
 
As a County employee, you are required to participate in administrative investigations including any and all 
interviews deemed necessary and to answer the interview questions truthfully to the best of your knowledge and 
belief pursuant to County/Department policy.  Failure to cooperate, failure or refusal to answer questions, or 
providing false statements or answers in the interview or during the course of the investigation may subject you 
to disciplinary action, up to and including discharge. 
 
Be advised that any act(s) of retaliation, interference, and/or discrimination against any individual(s) involved in 
this investigation is a violation of County/Department policy and could result in disciplinary action, up to and 
including discharge.   
 
The investigation, including this interview, is a confidential personnel matter.  You are instructed not to discuss 
this matter with any staff or other personnel/individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF WITNESS – County Employee] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are  
potential violations of federal, state, and/or County laws, regulations or policies.   
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
whenever a complaint on or related to personnel matters alleging a potential violation of federal, state, and/or 
County laws, regulations or policies is filed.  You have been named as a witness in such a filed by a Los Angeles 
County [insert department name] employee.  The Complaining Party has not filed a complaint against you, and 
you are not under investigation in this matter. 
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.   
 
As a County employee, you are required to participate in administrative investigations including any and all 
interviews deemed necessary and to answer the interview questions truthfully to the best of your knowledge and 
belief pursuant to County/Department policy.  Failure to cooperate, failure or refusal to answer questions, or 
providing false statements or answers in the interview or during the course of the investigation may subject you 
to disciplinary action, up to and including discharge. 
 
Be advised that any act(s) of retaliation, interference, and/or discrimination against any individual(s) involved in 
this investigation is a violation of County/Department policy and could result in disciplinary action, up to and 
including discharge.   
 
The investigation, including this interview, is a confidential personnel matter.  You are instructed not to discuss 
this matter with any staff or other personnel/individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF WITNESS – Non-County Employee] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are  
potential violations of federal, state, and/or County laws, regulations or policies.   
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
when a complaint on or related to personnel matters alleging potential violations of federal, state, and/or County 
laws, regulations or policies is filed.   
 
You have been named as a witness in such a complaint filed by a Los Angeles County [insert department name] 
employee.  The Complaining Party has not filed a complaint against you, and you are not under investigation in 
this matter. 
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.   
 
You are not obligated to participate in the investigation; however, your cooperation would be appreciated.  
Because the investigation is a confidential matter, if you choose to participate, you should not discuss the matter 
with any Los Angeles County personnel or other individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 
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DEPARTMENT OF HUMAN RESOURCES 

DHR Classification Specifications 

 

CEIU Number:  [Insert case number]         

     

Investigator(s) Name:  [Insert name and title]  

  

Total Number of Involved Parties: [Insert number of involved parties listed below] 

 

Charging Party [Insert name] [Insert Payroll Title] 

Subject of Investigation [Insert name] [Insert Payroll Title] 

Witness [Insert name] [Insert Payroll Title] 

Witness [Insert name] [Insert Payroll Title] 

Witness [Insert name] [Insert Payroll Title] 
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LIST OF PERSONS INTERVIEWED 
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 DEPARTMENT OF HUMAN RESOURCES  
COUNTY EQUITY INVESTIGATIONS UNIT 

Contractor’s Request for Good Cause Extension 
 

 
To Be Completed By Contractor: To be Completed by County: 

Current  
Due Date 

Requested  
Extension Date 

Request Is: Approved Extension 
Date 

Approved Not Approved 

                              

Contractor’s Justification for Request:   
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Contractor Submission By:   County Review By: 

Name:       Name:       

Title:       Title:       

Date:       Date:       
 

CEIU Case Number:         

Complaining Party (CP):       

Department:       

Name of Contractor Case Assigned to:       

Date Case Assigned to Contractor:       

  
 
Contractor is hereby requesting an extension of the due date for submission of the Investigative Report, 
and understands that extension is only effective upon County’s written approval. 



EQUITY INVESTIGATION SERVICES

CONTRACTOR'S MONTHLY STATUS REPORT

SOW A.1 ‐ EXHIBIT 5Contractor Name:

Report for Month of:

INVESTIGATION STATUS

Date Case 
Assigned to 
Contractor

Complaining 
Party

Subject(s) of 
Investigation Department

Contractor's 
Assigned 

Investigator Basic Facts of Case Basis of Allegation(s)

Investigative 
Plan

Due Date
(10 Days from 

Case Assignment)

Date 
Investigative 

Plan 
Submitted to 

County

Date 
Investigative 

Plan Approved 
by County
(Enter date or  

"pending")
Investigation Status:

What Has Been Accomplished and What Remains to Be Accomplished

1. -

Accomplished:  [Enter here]

Remaining: [Enter here]

2. -

Accomplished:  [Enter here]

Remaining: [Enter here]

3. -

Accomplished:  [Enter here]

Remaining: [Enter here]

4. -

Accomplished:  [Enter here]

Remaining: [Enter here]

5. -

Accomplished:  [Enter here]

Remaining: [Enter here]

6. -

Accomplished:  [Enter here]

Remaining: [Enter here]

7. -

Accomplished:  [Enter here]

Remaining: [Enter here]

8. -

Accomplished:  [Enter here]

Remaining: [Enter here]

9. -

Accomplished:  [Enter here]

Remaining: [Enter here]

10. -

Accomplished:  [Enter here]

Remaining: [Enter here]

SOW A.1 - Exhibit 5 - Investigation Services Master Agreement Page 1 of 2
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[ENTER HERE]
[ENTER HERE]

CASE INFORMATION

Page 1 of 2

HRDS Case 
Number

INVESTIGATIVE PLAN



EQUITY INVESTIGATION SERVICES

CONTRACTOR'S MONTHLY STATUS REPORT

SOW A.1 ‐ EXHIBIT 5Contractor Name:

Report for Month of:

COMMENTS

Potential Issues 
That May Impact Contractor's Ability to Meet

 Investigative Report Due Date

Date 
Contractor 
Requested 
Assistance 

From County Contractor Comments

Initial 
Investigative 
Report Due 

Date
 (60 Days from 

Case Assignment)

1st Good 
Cause 

Extension: 
Date 

Request 
Submitted 
to County

Request 
Status

 (Select from 
Dropdown List) 

If Approved, 
1st Revised 
Due Date for 
Investigative 

Plan

2nd Good 
Cause 

Extension: 
Date 

Request 
Submitted 
to County

Request 
Status

 (Select from 
Dropdown List) 

If Approved, 
2nd Revised 
Due Date for 
Investigative 

Plan

3rd Good 
Cause 

Extension: 
Date 

Request 
Submitted 
to County

Request 
Status

 (Select from 
Dropdown List) 

If Approved, 
2nd Revised 
Due Date for 
Investigative 

Plan

Date 
Investigative 

Report 
Submitted  to 

County

Date
Revised 

Investigative 
Report 

Submitted  to 
County

Date 
Investigative 

Report  
Approved by 

County

1. -

2. -  

3. -

4. -

5. -

6. -

7. -

8. -

9. -

10. -

SOW A.1 - Exhibit 5 - Investigation Services Master Agreement Page 2 of 2
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[ENTER HERE]
[ENTER HERE]

HRDS Case 
Number

Page 2 of 2

POTENTIAL BARRIERS INVESTIGATIVE REPORT
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STATEMENT OF WORK A.2 
FOR PERSONNEL INVESTIGATIONS 

 
1.0 SCOPE OF WORK 

Contractor shall provide investigation services and produce an Investigative Report on 
complaints on or related to personnel matters jurisdictional to the County of Los Angeles 
(County) Department of Human Resources (DHR) and which are classified as presenting 
potential conflict of interest issues for DHR and/or investigations which are part of the DHR 
caseload and are open more than 90 days.  The investigation information shall be utilized 
by the County in determining recommendations that may be made to the appointing 
authorities of County employees for administrative action, such as discipline or plans for 
corrective actions, and which may be used as the basis for any such actions taken by the 
appointing authority.  Personnel investigations shall include, but are not limited to, 
employment and/or administrative matters related to or governed by federal, state, and 
County laws, regulations and policies. 

 
2.0 ADDITION AND/OR DELETION OF FACILITIES, SPECIFIC TASKS 

AND/OR WORK HOURS   
 
  2.1 All changes must be made in accordance with sub-paragraph 8.1 Amendments of 

the Master Agreement. 
 
3.0 QUALITY CONTROL 

The Contractor shall establish and utilize a comprehensive Quality Control Plan to assure 
the County a consistently high level of service throughout the term of the Master 
Agreement.  The Plan shall be submitted to the County Contract Project Monitor for review.  
The plan shall include, but may not be limited to the following: 
 
3.1 Method of monitoring to ensure that Master Agreement requirements are being met. 
 

4.0 QUALITY ASSURANCE PLAN 

 The County will evaluate the Contractor’s performance under this Master Agreement using 
the quality assurance procedures as defined in this Master Agreement, Paragraph 8, 
Standard Terms and Conditions, Sub-paragraph 8.14, County’s Quality Assurance Plan. 

 4.1 As-Needed Meetings 

 Contractor is required to attend a meeting on an as-needed basis as requested by 
the County.  Failure to attend may cause an assessment of one-hundred dollars 
($100). 

4.2 Master Agreement Discrepancy Report (SOW A.2 - Exhibit 1) 

 Verbal notification of a Master Agreement discrepancy will be made to the Contract 
Project Monitor as soon as possible whenever a Master Agreement discrepancy is 
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identified.  The problem shall be resolved within a time period mutually agreed upon 
by the County and the Contractor. 

 The County Contract Project Manager will determine whether a formal Master 
Agreement Discrepancy Report shall be issued.  Upon receipt of this document, the 
Contractor is required to respond in writing to the County Contract Project Manager 
within five (5) workdays, acknowledging the reported discrepancies or presenting 
contrary evidence.  A plan for correction of all deficiencies identified in the Contract 
Discrepancy Report shall be submitted to the County Contract Project Manager 
within five (5) workdays. 

4.3 County Observations 

 In addition to departmental contracting staff, other County personnel may observe 
performance, activities, and review documents relevant to this Master Agreement at 
any time during normal business hours.  However, these personnel may not 
unreasonably interfere with the Contractor’s performance.  

5.0 DEFINITIONS 

The headings herein contained are for convenience and reference only and are not 
intended to define the scope of any provision thereof. The following words as used herein 
shall be construed to have the following meaning, unless otherwise apparent from the 
context in which they are used.  

 5.1 Calendar Month: The first day through the last day of each month. 

 5.2 Capacity:  Contractor’s ability to be assigned equity and/or personnel cases by the 
County, to accept the cases and to timely meet all tasks, deliverables and 
expectations as required and described in the Master Agreement. 

 5.3 Date of Case Assignment:  The date of County’s issuance of the “Work Order 
and Contractor Certification” assigning case(s) to Contractor.  

 5.4 Instructions for Electronic Submission of Documents:  Instructions provided to 
Contractor after execution of Master Agreement for electronically and securely 
receiving documents from, and submitting documents to, the County.  

 5.5 Investigative Case File:   An electronic file which contains case documents 
obtained and/or created during case investigation process, including working 
documents.  The Investigative Case File will adhere to the Investigative Case File 
Template (SOW A.2 - Exhibit 3), and will contain the case documents organized 
with labelled section dividers. 

 5.6 Investigative Plan:  A tool which helps the investigator navigate through the 
investigation, and is completed after the review of the case file.  The Investigative 
Plan will adhere to the Investigative Plan Template, and identifies the following:  
the Complaining Party (CP) and the alleged protected status of the CP; the Subject 
of the Investigation (SOI) and the alleged prohibited conduct of the SOI; the 
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specific allegations and act(s) of harm; the list of witnesses; the list of documents 
received, reviewed and/or needed; and an interview scheduling chart.   

5.7 Monthly Status Report:  A report provided to County by Contractor which 
provides the status of the investigation for all personnel investigation cases 
assigned to and/or pending with Contractor for the prior Calendar Month.  The 
Monthly Status Report submitted by Contractor will adhere to the Monthly Status 
Report Template, and identifies the following: General case information, 
Contractor’s assigned investigator, due date and submission dates of the 
Investigative Plan, what has been accomplished, what remains to be 
accomplished, any barriers which may preclude the Case Report from being 
submitted to the County within 60 days of Case Assignment to Contractor, 
requests for County assistance needed to address the barrier(s), and the initial and 
any extensions to the due date for the Investigative Report. 

5.8 Investigative Report: A written summary of the facts gathered during the course 
of the investigation.  The Investigative Report will adhere to the Investigative 
Report Template, and include all referenced exhibits, documents, and copies of all 
recorded interviews. 

6.0 RESPONSIBILITIES 

 The County’s and the Contractor’s responsibilities are as follows: 

 COUNTY 

 6.1 Personnel 

The County will administer the Master Agreement according to the Master 
Agreement, Paragraph 6.0, Administration of Master Agreement - County.  
Specific duties will include: 

6.1.1 Monitoring the Contractor’s performance in the daily operation of this 
Master Agreement. 

6.1.2 Providing direction to the Contractor in areas relating to policy, information 
and procedural requirements. 

6.1.3 Preparing Amendments in accordance with the Master Agreement, 
Paragraph 8.0, Standard Terms and Conditions, Sub-paragraph 8.1 
Amendments. 

 6.2 Furnished Items 

  6.2.1  Upon issuance of a work order and acceptance by Contractor, County will 
provide Contractor the confidential Investigative Case File for each 
assigned case.  Confidential Investigative Case Files remain the sole 
property of the County and will be returned to the County, unduplicated by 
the Contractor, on the 1st or 15th of each month and within no more than 
fifteen (15) calendar days of County’s acceptance of Investigative Report. 
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  6.2.2 County will provide a County Contractor identification badge to Contractor 
employees as set forth in sub-paragraph 7.4 – Contractor’s Staff 
Identification, of the Master Agreement. 

  6.2.3 County will provide Contractor the template for the Investigative Plan to be 
completed for each assigned case (SOW A.2 – Exhibit 2).  The County 
reserves the right to, in its sole discretion; revise the template to be used 
by Contractor. 

  6.2.4 County will provide Contractor a template to be followed for the 
organization and elements to be included in the Investigative Report 
(SOW A.2 – Exhibit 3).  The County reserves the right to, in its sole 
discretion; revise the template to be used by Contractor.    

6.2.5 County will provide Contractor a form to request extension of time for 
submission of the Investigative Plan and/or Investigative Report (SOW A.2 
– Exhibit 4).  The County reserves the right to, in its sole discretion; revise 
the form to be used by Contractor.  

  6.2.6 County will provide Contractor the template for the Monthly Status Report 
to be completed with information on all personnel investigation cases 
assigned to and/or pending with Contractor for the prior Calendar Month 
(SOW A.2 – Exhibit 5).  The County reserves the right to, in its sole 
discretion; revise the template to be used by Contractor. 

  6.2.7 County will provide Contractor with Instructions for Electronic Submission 
of Documents upon execution of the Master Agreement.  The County 
reserves the right to, in its sole discretion, revise the instructions to be used 
by Contractor. 

 CONTRACTOR 

 6.3 Project Manager 

6.3.1 Contractor shall provide a Project Manager and a designated alternate. 
Contractor shall provide a telephone number where the Project Manager 
may be reached between the hours of 8:00 a.m. and 5:00 p.m. on all 
Business Days.   

6.3.2 Project Manager/alternate shall act as a central point of contact with the 
County.  

  6.3.3 Project Manager/alternate shall have full authority to act for Contractor on all 
matters relating to the daily operation of the Master Agreement. Project 
Manager/alternate shall be able to effectively communicate, in English, both 
orally and in writing. 

 6.4 Personnel 

6.4.1 Contractor shall assign a sufficient number of employees to cases assigned 
to and accepted by Contractor in order to meet all requirements for case 
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completion and submission of Investigative Report to the County within 60 
calendar days of Case Assignment to Contractor.   

6.4.2 Contractor investigators must possess the following minimum qualifications: 

 Two (2) years of experience conducting employment and/or 
administrative investigations.  

6.4.3 Contractor shall submit to County executed Confidentiality Agreement 
(Exhibit G) for each Contractor employee performing services covered by 
this Master Agreement, as set for forth in sub-paragraph 7.6.5 – 
Confidentiality, of the Master Agreement, and for non-employees as set forth 
in sub-paragraph 7.6.6. 

6.4.4 Contractor shall be required to background check their employees as set 
forth in sub-paragraph 7.5 – Background & Security Investigations, of the 
Master Agreement. 

6.4.5 Contractor shall ensure their employees have obtained a County Contractor 
Identification before they are assigned to work in a County facility, as set 
forth in sub-paragraph 7.4 – Contractor’s Staff Identification, of the Master 
Agreement.   

6.5 Identification Badges 

6.5.1 Contractor shall ensure their employees are appropriately identified as set 
forth in sub-paragraph 7.4 – Contractor’s Staff Identification, of the Master 
Agreement.   

6.5.2 Contractor shall be responsible for obtaining the County Contractor 
identification badges from the County for its employees and distributing them 
to its employees.    

6.5.3 Contractor shall be responsible for timely obtaining each of the County 
Contractor identification badges from its employees and returning them to 
the County as set forth in Paragraph 7.4 – Contractor’s Staff Identification, of 
the Master Agreement. 

 6.6 License    

  Contractor shall possess a current Private Investigator license issued by the State 
of California. 

 6.7 Materials and Equipment 

  The purchase of all materials/equipment to provide the needed services is the 
responsibility of the Contractor. Contractor shall use materials and equipment that 
are safe for the environment and safe for use by the employee.  
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6.8 Training 

COUNTY 
 

6.8.1 County will provide an initial, mandatory training to Contractor’s designated 
representative on the requirements, processes, procedures standards and 
expectations of the County for investigations being conducted under this 
Master Agreement, and will include training on the County Policy of Equity.  
This training will be provided at no cost to Contractor. 

6.8.2 County will provide Contractor with up to three (3) dates to select from for the 
training described in 6.8.1, and will attempt to schedule the training 
immediately after execution of Contractor’s Master Agreement. 

CONTRACTOR 

6.8.3 Contractor shall designate its representative to be trained by the County as 
described in 6.8.1.  Training will be attended by Contractor’s representative 
at no cost to the County.   

6.8.4 Contractor’s representative shall train any Contractor staff that will be 
performing equity investigation services under this Master Agreement; 
Contractor shall not assign equity investigations to its staff who have not 
completed the Contractor’s equity training. 

6.8.5 Contractor shall provide training programs for all its new employees within 
ten (10) business days of the Contractor’s employee being cleared/approved 
by the County to perform work under this Master Agreement, and shall 
continue in-service training for all its employees as needed.  Contractor shall 
include the requirements, processes, procedures, standards and 
expectations of the County for the investigations being conducted under this 
Master Agreement, and will include training on the County Policy of Equity.  

6.8.6 All employees shall be trained in their assigned tasks and in the safe 
handling of equipment.  All equipment shall be checked daily for safety.  All 
employees must wear safety and protective gear according to OSHA 
standards. 

 6.9 Contractor’s Office  

 Contractor shall maintain an office with a telephone in the company’s name where 
Contractor conducts business.  The office shall be staffed during the hours of 8:00 
a.m. to 5:00 p.m., during all Business Days, by at least one employee who can 
respond to inquiries and complaints which may be received about the Contractor’s 
performance of the Master Agreement.  When the office is closed, an answering 
service or electronic answering machine shall be provided to receive calls.  The 
Contractor shall answer calls received by the answering service/electronic machine 
by the next Business Day after receipt of the call. 
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7.0 SPECIFIC WORK REQUIREMENTS 
 
Assignment of Work to Contractor: 

7.1 Upon issuance of a “Work Order and Contractor Certification” (Master Agreement 
Exhibit H – Sample Work Order and Contractor Certification), Contractor shall 
execute Section II certifying its ability to accept the case assignment and to 
complete it pursuant to the Master Agreement requirements. 

7.2 After executing Section II, Contractor shall electronically return the “Work Order and 
Contractor Certification” to the County Project Manager within two (2) Business 
Days of issuance of the work order and the original signed copy to County within 
fifteen (15) Business Days of the issuance of the work order. 

 
Investigative Plan: 

 
7.3 Utilizing the template provided by County (SOW A.2 – Exhibit 2), Contractor shall 

develop an appropriate Investigative Plan describing the complaint analysis and 
approach to guide the investigator at the onset of each investigation, including but 
not limited to, identification of the action(s) alleged, the protected “basis” of 
discrimination involved, if any, the list of initial witnesses to be interviewed, and a list 
of initial documents to be obtained.  The Investigative Plan is completed after the 
review of the case file. 

 
7.4 Within ten (10) Business Days of Case Assignment, Contractor shall electronically 

submit for review and approval an Investigative Plan for each assigned case to the 
County Project Director.    
 

7.5 Contractor shall electronically submit revised Investigative Plans when actual 
performance differs substantially from planned performance. Within four (4) 
Business Days of determining the performance differentiation, revisions shall be 
submitted to the County Project Manager for review and approval. 
 

Monthly Status Reports: 
 
7.6 Utilizing the template provided by County (SOW A.2 – Exhibit 5), Contractor shall 

complete a Monthly Status Report describing the status of the personnel 
investigation for all personnel investigation cases assigned to and/or pending with 
Contractor for the prior Calendar Month.  The Monthly Status Report includes 
general case information, Contractor’s assigned investigator, due date and 
submission dates of the Investigative Plan, what has been accomplished, what 
remains to be accomplished, any barriers which may preclude the Case Report 
from being submitted to the County within 60 days of Case Assignment to 
Contractor, requests for County assistance needed to address the barrier(s), and 
the initial and any County-approved extensions to the due date for the Investigative 
Report. 
   

7.7 Contractor shall electronically submit Monthly Status Reports to the County Project 
Manager by no later than the 10th of every month for the prior Calendar Month. 
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Case Investigation: 
 
7.8 Contractor shall identify and analyze all relevant and pertinent testimonial, 

documentary, and/or physical evidence relevant to the allegations. 
 
7.9 Contractor shall utilize appropriate interview techniques, credibility assessments, 

and conduct effective and comprehensive witness interviews.  Contractor shall 
audio record every interview.   

 
7.10 Contractor shall immediately notify the County Contract Director and County 

Contract Project Manager of other matters uncovered during the course of the 
investigations that may potentially violate any federal, state and/or County anti-
discrimination laws, regulations or policies related to anti-discrimination, including 
the County Policy of Equity (CPOE).  

 
7.11 Contractor shall communicate with designated DHR staff and any other relevant 

County representatives as deemed reasonable to keep the County informed of 
progress as necessary to obtain additional data and/or information needed to 
complete the investigation. 

 
Investigative Report: 

 
7.12 Utilizing the template provided by County (SOW A.2 – Exhibit 3), Contractor shall 

provide a comprehensive written Investigative Report for each investigation.  The 
report shall include an investigative summary containing all facts and evidence 
relevant to the investigation, exhibits that contain relevant documentary evidence, 
and/or other documentation prescribed by the County.  The Investigative Report 
shall be organized in the format provided by County in SOW A.2 - Exhibit 3, 
Investigative Report Template. 

 
7.13 Contractor shall complete all personnel investigations, including the specific tasks 

contained herein, and to submit the Investigative Report to the County no later than 
60 calendar days after Case Assignment to Contractor. 

 
7.14 Contractor shall electronically submit the Investigative Report to the County Project 

Director in both a Word document and a PDF document. 
 
7.15 Contractor shall provide modifications to previously submitted reports as requested 

by the County. 
 

Investigative Case File: 
 
7.16 Contractor shall provide a comprehensive electronic Investigative Case File for each 

investigation.  The Investigative Case File shall include all documents obtained 
and/or created during the investigative process, including working documents and 
investigator notes.   
 

7.17 Contractor shall organize all documents and audio recordings in electronic files as 
described in SOW A.2 - Exhibit 3, Investigative Report Template.    
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7.18 Contractor shall electronically submit the Investigative Case File to the County 
within 10 calendar days of the County’s acceptance of the Investigative Report.   
 

7.19 Contractor shall hand-deliver any documents in the Investigative Case File to the 
County which cannot be electronically submitted, and any documents which are 
original documents.  Documents will be hand-delivered only to the County Project 
Director and/or County Project Manager in a secured, sealed envelope or container 
which is clearly marked “Confidential”. 

 
Request for Extension of Time: 

 
7.20 Contractor shall immediately advise the County Contract Director and County 

Contract Project Manager of any issue(s) that would preclude the timely completion 
of the case investigation and submission of required reports as set forth in this 
Master Agreement.   

 
7.21 Contractor shall immediately electronically submit the Contractor’s Request for 

Good Cause Extension of time on case investigation (SOW A.2 – Exhibit 4) to 
County if there is good cause for Contractor to request an extension to the timeline 
to submit the Investigative Plan (i.e., 10 calendar days from Case Assignment) 
and/or Investigative Report (i.e., 60 calendar days from Case Assignment).  Any 
Request for Extension of Time shall be approved or denied at the sole discretion of 
County, and shall be deemed approved only in writing by the County.  

 
Electronic Documents: 

 
7.22 Contractor shall submit all documents to the County in an electronic PDF format, 

except for the Investigative Report which shall be submitted in both an electronic 
PDF format and a Word document format. 
 

7.23 Contractor shall electronically submit all required documents, including but not 
limited to Investigative Plans, Investigative Reports, Monthly Status Reports, and 
Requests for Good Cause Extension, to the County Project Manager utilizing the 
Instructions for Electronic Submission of Documents.  Contractor shall adhere to all 
instructions and protocols when electronically submitting documents to the County 
to ensure secure and confidential transmission of all documents, including but not 
limited to the requirements set forth in Exhibit K (Information Security 
Requirements) to the Master Agreement.   
 

7.24 Contractor shall use the file naming protocol provided by the County for all 
electronic files submitted to the County. 

 
7.25 Contractor shall immediately permanently delete all electronic files from its records 

and servers, and destroy all paper copies of documents in its possession upon 
receipt of written acceptance of the electronic documents by the County.  Contractor 
shall destroy such electronic records and paper documents by (a) shredding or 
otherwise destroying paper, film, or other hard copy media so that the document 
cannot be read or otherwise cannot be reconstructed; and (b) clearing, purging or 
destroying electronic files such that the information cannot be retrieved, subject to 
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the provisions of and as required by Exhibit K (Information Security Requirements) 
to the extent applicable. 

 
Related Work: 

  
7.26 Contractor shall attend, appear and/or testify at various hearings or entities (e.g. the 

Civil Service Commission, County Policy of Equity Panel) and/or other meetings as 
requested by the County, with payment for preparation time for said 
appearance/testimony only upon a prior written request of Contractor and written 
pre-approval of the County. 
 

Confidentiality: 
 
7.27 Contractor shall consider all documents, conversations, and evidence related to 

County investigative matters confidential and shall maintain all such documents, 
conversations and evidence in the strictest level of security and non-disclosure, in 
compliance with the Confidentiality Agreement (Master Agreement Exhibits G3, G4 
and/or G5). 
 

7.28 Contractor shall ensure that all electronic and paper copy documents and records 
are permanently and securely deleted and destroyed after written acceptance of the 
document by the County (see 7.25 above), subject to the provisions of and in 
accordance with Master Agreement Exhibit K (Information Security Requirements) 
to the extent applicable. 
 

8.0 GREEN INITIATIVES 

8.1 Contractor shall use reasonable efforts to initiate “green” practices for 
environmental and energy conservation benefits. 

8.2 Contractor shall notify County’s Project Manager of Contractor’s new green 
initiatives prior to the Master Agreement commencement. 
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MASTER AGREEMENT DISCREPANCY REPORT 
 
TO:   

FROM:   

DATES: Prepared:   

 Returned to Contractor:   

 Action Completed:   

 
1.  DISCREPANCY PROBLEMS: 
 

   

Signature of County Representative  Date 
 

2.  CONTRACTOR RESPONSE (Cause and Corrective Action):
 

   

Signature of Contractor Representative  Date 
 

3.  COUNTY EVALUATION OF CONTRACTOR RESPONSE:
 

   

Signature of County Representative  Date 
 

4. COUNTY ACTIONS: 
 

 
5.  CONTRACTOR NOTIFIED OF ACTION: 

County Representative’s Signature:  Date:  

Contractor Representative’s Signature:  Date:  
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DEPARTMENT OF HUMAN RESOURCES  
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

Investigative Plan 
 
 

HRDS Case Number:       

Contractor Case Assigned to:       

Date Case Assigned to Contractor:       

 
Date Investigative Plan Prepared:        
Complaining Party (CP):       
Department:       
Job Title:       
 
Subject(s) of Investigation (SOIs)  Job Title(s)    Department(s)   
1.                   
2.                   
3.                   

A.  Allegation Type    

Allegation Type For Each SOI SOI #1 SOI #2 SOI #3

1. Improper Hiring/Promotion    

1.a.     Nepotism    

1.b.     Improper Hiring/Promotion (Favoritism)    

2. Conflict of Interest    

3. Payroll Issue    

4. Bonus Issue    

5. Examination Impropriety    

5.a.     Examination Impropriety (Favoritism)    

6. Harassment/Hostile Environment    

7. Return to Work/Leave Related    

8. Transfer Request    

9. Retaliation    

10. Whistleblower Retaliation (County Code 5.02.060)    

11. Performance Management    

 



SOW A.2 – EXHIBIT 2 
Investigative Plan 
Page 2 of 5  
 

SOW A.2 - Exhibit 2 - Investigation Services Master Agreement Page 2 of 5 
April 2016 

A. Allegation Type (continued from prior page)    

Allegation Type For Each SOI SOI #1 SOI #2 SOI #3

11.a.   Misconduct/Inappropriate Behavior    

11.b.   Falsification of Timecard    

12. Equity    

12.a.   Sex    

12.b    Gender    

12.c    Race    

12.d.   Medical Condition    

12.e.   Age    

13. Inquiry    

13.a.   Exam Related    

13.b.   Position Related    

14. Retirement    

14.a.   Retirement (Badge)    

15. Reinstatement    

16. Resignation    

17. Procedural Error    

17.a.   Eligibility List    

18. Assistance    

 Other:          
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B.     Complete B.1 and B.2 if CP identifies any allegation of discrimination based on a 
protected status: 

B.1.    Alleged Protected Status 

Sex   Race   Color   Ancestry   National   
Origin 

Ethnicity   

Age   Disability   Religion   Marital  
Status 

Sexual  
Orientation 

Medical   
Condition 

Retaliation   If retaliation, what was the protected activity? 
      

 

B.2        Alleged Prohibited Conduct For Each SOI SOI #1 SOI #2 SOI #3

 Disparate Treatment    

 Sexual Harassment    

 Harassment/Hostile Work Environment    

 Third-person bystander harassment    

 Failure to provide reasonable 
accommodation 

   

 Failure to provide religious 
accommodation 

   

 Inappropriate conduct toward others    

 Retaliation    

 Failure to Report    

 Other:          

 
C. Allegations/Acts of Harm: 

 List each allegation and the resulting act of harm for the CP:  

            Allegation(s)       Act(s) of Harm     Name(s) of SOI(s)           Name(s) of Witness(es) 
1.                         
2.                         
3.                         
4.                         
5.                         
6.                         
7.                         
8.                         
9.                         
10.                         
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D. Timely Reporting: 
 Date(s) of allegation(s):       
 Date management notified:       

 Date HRDS notified       
 

E. Steps of the Investigation Date Completed 

1. Review case file.       
2. Draft initial investigative plan.       
3.             
4.             
5.             
6.             
7.             
8.             
9.             
10.             
11.             
12.             

 
 
 F. List of Possible Witnesses 
Type of witness Name/Title Connection to allegation(s) Interview Date(s)
Complaining Party                   
CP’s Witnesses                   

                  
                  
                  
                  

Other witnesses                   
                  
                  
                  
                  

SOI(s)                   
                  

SOI witnesses                   
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G.  List of Documents 

Type of document 
Date of 
Request Who Request Made To Date of Receipt 

1.                         
2.                         
3.                         
4.                         
5.                         
6.                         
7.                         
8.                         
9.                         
10.                         
 
 

Assigned Investigator(s) 
  

Name:       Date Assigned:       

Name:       Date Assigned:       

Name:       Date Assigned:       
 

Review Information 

Completed by Investigator:       Date Completed:        

Contractor’s Quality Control Conducted By:       Date Conducted:        

Submitted to County by Contractor Staff:       Date Submitted:        

Reviewed by County Staff:       Date Reviewed:        

Returned for Revision by County Staff:       Date Returned:        

Re-submitted to County by Contractor Staff:       Date Re-Submitted:        

Reviewed by County Staff:       Date Reviewed:        
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DEPARTMENT OF HUMAN RESOURCES 
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

 
Investigative Report Template 

 

Each Investigative Report is comprised of the below required documents. 

 Contractor to provide County with all documents in an electronic Case File saved as a single PDF 
document and all audio recordings saved as WMA file(s) at the conclusion of the case investigation. 

 Required documents are to be organized and saved in the electronic Case File in the below specified 
order, with the Case File Cover Sheet at the top of the case file. 

 Each section is to have the appropriate Section Cover page inserted at the beginning of the section (see 
Pages 17 – 25 for cover sheets to be used) 

 Note:  The County may, at its sole discretion, make changes to the required document templates 
contractor is required to utilize for the Investigative Report. 

 
 

Required 
Document 

Reference Section Description 

1. Case File 
Cover Sheet 

See Page 3 
for Cover 
Sheet Form 
 

Provides a confidential cover sheet for case investigation file. 

2. Table of 
Contents  

See Pages  
4 - 5 for 
Sample Table 
of Contents.   
 

Provides a Table of Contents for Investigative Report. 

3. List of 
Persons 
Interviewed 

See Page 6 
for List of 
Persons 
Interviewed 
Form 
 

Provides a list of all individuals interviewed for case. 

4. Summary 
Chart 

See Page 7 
for Summary 
Chart Form 

Provides a summary of the issues and incidents related to case, to assist 
in following the chain of events as stated by the Charging Party, the 
Subject(s) of Investigation and witnesses; it is not a comprehensive list of 
all events related to the investigation. 
 

5. Investigative 
Summary 

See Pages   
8 -10 for 
Investigative 
Summary 
Form 
 

Provides a summary of the allegations, parties involved, and the case 
investigation. 

6. Intake 
Information 

n/a Section comprised of documents received from County Department(s) 
and/or Intake Specialist Unit (CISU).   
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Required 
Document 

Reference Section Description 

7. Audio 
Tracking 
Sheet & 
Audio 
Recordings 

See Page 11  
for Audio 
Tracking 
Sheet Form 

The Audio Tracking Sheet:  Provides a list of recorded interviews.   
 
Audio Recordings:  All interview recordings are to be saved in WMA file 
format as separate electronic files, and are to be submitted concurrently 
with the submission of the electronic PDF Case File.  The lowest memory 
storage size for audio may be used. 
 

8. Exhibits n/a Section comprised of documents received and reviewed as part of case 
investigation. 
 

9. Admonition 
Forms  

See Pages  
12 -15 for 
Admonition 
Forms 

Section comprised of admonition forms (Administrative Rights & 
Responsibilities) signed by each individual interviewed during case 
investigation.  One of four admonition forms are to be used based on 
status of interviewee to case investigation: 

 Exhibit on Page 12: For Complaining Party 
 Exhibit on Page 13:  For Subject of Investigation 
 Exhibit on Page 14:  For witness that is a County employee 
 Exhibit on Page 15:  For witness that is not a County employee 

 
10. DHR Class 

Specifications 
See Page 16  
for DHR 
Class 
Specifications 
Form 

DHR Class Specifications Form (form):  Provides a summary of the DHR 
Class Specifications for the payroll title of each Charging Party, 
Subject(s) of Investigation, and County employee witness.  The form is to 
list individuals in the following order:  1) Charging Party, 2) Subject(s) of 
Investigation, 3) Witnesses; and, within each of the three categories, 
individuals should be listed in alphabetical order by their last name.  
 
Individual Class Specifications:  For each payroll title listed on the form, 
the Class Specification is to be printed out and placed behind the form in 
the order they are listed on the form. 
 
Class Specifications are available on-line at 
http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=search.search 
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CONFIDENTIAL 
 
 
 
 
 
 
 
 

DEPARTMENT OF HUMAN RESOURCES 
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

 
HRDS CASE # [INSERT CASE NUMBER] 
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DEPARTMENT OF HUMAN RESOURCES 
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

 
TABLE OF CONTENTS 

HRDS # [INSERT CASE NUMBER] 
 
 

1. List of Persons Interviewed (List all individuals interviewed and their title in case) 

 CP [Insert name] 

 SOI [Insert name] 

 SOI [Insert name]  

 Witness [Insert name] 

 Witness [Insert name] 

2. Summary Chart 

3. Investigative Summary 

4. Intake Information (List all intake detail document) 

 [Insert document name, date of document] 

 [Insert document name, date of document] 

 [Insert document name, date of document] 

5. Audio Tracking Sheet and Audio CD (Departmental copy only)  
(List all individuals recorded and their title in case) 

 CP [Insert name] 

 SOI [Insert name] 

 SOI [Insert name] 

 Witness [Insert name]  

 Witness [Insert name] 

6. Exhibits (List all exhibit documents) 

 [Insert document name, date of document] 

 [Insert document name, date of document] 

 S[I[Insert document name, date of document] 

 [Insert document name, date of document] 

 [Insert document name, date of document] 
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Table of Contents 
HRDS # [Insert Case Number] 
Page 2 of 2 
 
 
 

7. Admonition Forms (List all individuals with Admonition Forms and their title in case) 

 SOI [Insert name] 

 SOI [Insert name] 

 Witness [Insert name] 

8. DHR Class Specifications (List all CP and SOI’s, their title in case, and their payroll title) 

 CP [Insert name] – [Insert Payroll Title] 

 SOI [Insert name] – [Insert Payroll Title] 

 SOI [Insert name] – [Insert Payroll Title] 
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DEPARTMENT OF HUMAN RESOURCES 
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

 
LIST OF PERSONS INTERVIEWED 

HRDS CASE # [INSERT CASE NUMBER] 

CONFIDENTIAL PERSONNEL INFORMATION 

  NAME  TITLE  RACE/ETHNICITY  AGE  GENDER  DATE OF HIRE

1.            

2.            

3.            

4.            

6.             

7.             

8.             

9.             

10.             

11.             

Page 1 of 1 
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DEPARTMENT OF HUMAN RESOURCES 
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

 
INVESTIGATIVE SUMMARY 

HRDS CASE # [INSERT CASE NUMBER] 
 
 

COMPLAINING PARTY: 
 

 [Insert last name, first name], (CP [Insert last 
name]), [Insert employee number], [Insert Payroll 
Title], [Insert department] 
 

SUBJECT(S) OF 
INVESTIGATION: 
 

[Insert last name, first name], (SOI [Insert last 
name]), [Insert employee number], [Insert Payroll 
Title], [Insert department] 
 
[Insert last name, first name], (SOI [Insert last 
name]), [Insert employee number], [Insert Payroll 
Title], [Insert department] 
 

DATE OF INCIDENT: 
 

[Insert start date] to [Insert end date] 

LOCATION: 
 

[Insert department/office name] 
[Insert locations’ physical address] 
 

DATE DEPARTMENT NOTIFIED: [Insert date] 

DATE OF HRDS NOTIFICATION: [Insert date] 

DATE HRDS OPENED: [Insert date] 

PRIMARY INVESTIGATOR: 
 
 

[Insert name] 
[Insert title] 
 

INVOLVED CODES AND POLICIES: 
 
The involved County Code and Policy section at issue in this investigation includes: 
 

 [List individual code or policy, with section number and name] 
  
  

 
 
 
HRDS # [Insert case number] Page 1                         INVESTIGATIVE SUMMARY 
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ALLEGATION SUMMARY 
 
[Provide summary of allegation made by CP] 
 
CURRENT STATUS:  
 
[Provide the current status of the CP and SOI(s), including their reporting relationship and 
physical proximity] 
 
BACKGROUND: 
 
Complaining Party: 
 
[Provide brief background information on CP, including dates of employment, history of 
County departments worked for and dates and titles of promotions/transfers.  Provide 
brief overview of events and dates related to case allegation(s, and any past or current 
disciplinary action].  
 
Subject of Investigation [Insert last name]: 
 
[Provide brief background information on SOI, including dates of employment, history of 
County departments worked for and dates and titles of promotions/transfers.  Provide 
brief overview of events and dates related to case allegation(s, and any past or current 
disciplinary action].  
 
Subject of Investigation [Insert last name]: 
 
[Provide brief background information on SOI, including dates of employment, history of 
County departments worked for and dates and titles of promotions/transfers.  Provide 
brief overview of events and dates related to case allegation(s), and any past or current 
disciplinary action].  
 
 
 
SPECIFIC ALLEGATIONS:   
 

1. [List allegations, including events and dates of events, made by CP in 
chronological order where possible]. 

2.   
3.  

 
 
 
 

HRDS # [Insert case number] Page 2                         INVESTIGATIVE SUMMARY 
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INVESTIGATIVE STATEMENTS: 
 
[Provide list of individuals making statements during case investigation in the following 
order: CP, SOI, Witness(es).  Under each individual: 

 Provide summary of the statements made, including events, dates, witnesses, etc.   
 Clearly label and provide any HRDS notes where applicable.   
 Provide case investigation number when documents which are part of case file 

are referred to. 
 Provide reference to audio recording location when statements made during 

recorded interview are referred to.] 
 
CP [Insert last name] 
 
SOI [Insert last name] 
 
SOI [Insert last name] 
 
Witness [Insert last name] 
 
Witness [Insert last name] 
 
Witness [Insert last name] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HRDS # [Insert case number] Page 3                         INVESTIGATIVE SUMMARY 
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DEPARTMENT OF HUMAN RESOURCES 

AUDIO TRACKING SHEET 

HRDS Number:  [Insert case number] 

     

Investigator(s) Name:  [Insert name, title]   

  

Total Number of Audio Files: [Insert number of audio files (not actual number of CD’s)] 

 

File Names:  

Complaining Party 

[Insert name] 

 
Subjects of Investigation 

 

[Insert name] 

[Insert name] 

[Insert name] 

 

Witnesses                             

[Insert name] 

[Insert name] 

[Insert name] 

 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 

SOW A.2 - Exhibit 3 - Investigation Services Master Agreement      Page 12 of 25 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF COMPLAINING PARTY] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are 
potential violations of federal, state, and/or County laws, regulations or policies.   
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
when a complaint on or related to personnel matters alleging potential violations of federal, state, and/or County 
laws, regulations or policies is filed.  You are the Complaining Party in such a complaint against employee(s) of 
Los County [insert department name].  As the Complaining Party, your statement in necessary in order to initiate 
the investigation of the allegations made against the subject(s) named in this matter.   
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.   
 
As a County employee, you are required to participate in administrative investigations including any and all 
interviews deemed necessary and to answer the interview questions truthfully to the best of your knowledge and 
belief pursuant to County/Department policy.  Failure to cooperate, failure or refusal to answer questions, or 
providing false statements or answers in the interview or during the course of the investigation may subject you 
to disciplinary action, up to and including discharge. 
 
Be advised that any act(s) of retaliation, interference, and/or discrimination against any individual(s) involved in 
this investigation is a violation of County/Department policy and could result in disciplinary action, up to and 
including discharge.   
 
The investigation, including this interview, is a confidential personnel matter.  You are instructed not to discuss 
this matter with any staff or other personnel/individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF SUBJECT OF INVESTIGATION] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are 
potential violations of federal, state, and/or County laws, regulations or policies.  
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
when a complaint on or related to personnel matters alleging potential violations of federal, state and/or County 
laws, regulations or policies is filed.  You have been named as a Subject of Investigation in such a complaint 
filed by [insert name of Complaining Party], an employee of Los Angeles County [insert department name].   
 
The complaint alleges [insert specific charge] based on [insert specific basis].  
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.  As the Subject of 
Investigation, you have the right to have a representative of your choice, who is not involved in this investigation, 
present with you during the interview.  If you wish to tape record or have a representative present, the interview 
will be suspended for a reasonable time for you to obtain a tape recorder and/or representative 
 
As a County employee, you are required to participate in administrative investigations including any and all 
interviews deemed necessary and to answer the interview questions truthfully to the best of your knowledge and 
belief pursuant to County/Department policy.  Failure to cooperate, failure or refusal to answer questions, or 
providing false statements or answers in the interview or during the course of the investigation may subject you 
to disciplinary action, up to and including discharge. 
 
Be advised that any act(s) of retaliation, interference, and/or discrimination against any individual(s) involved in 
this investigation is a violation of County/Department policy and could result in disciplinary action, up to and 
including discharge.   
 
The investigation, including this interview, is a confidential personnel matter.  You are instructed not to discuss 
this matter with any staff or other personnel/individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF WITNESS – County Employee] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are  
potential violations of federal, state, and/or County laws, regulations or policies.   
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
whenever a complaint on or related to personnel matters alleging a potential violation of federal, state, and/or 
County laws, regulations or policies is filed.  You have been named as a witness in such a filed by a Los Angeles 
County [insert department name] employee.  The Complaining Party has not filed a complaint against you, and 
you are not under investigation in this matter. 
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.   
 
As a County employee, you are required to participate in administrative investigations including any and all 
interviews deemed necessary and to answer the interview questions truthfully to the best of your knowledge and 
belief pursuant to County/Department policy.  Failure to cooperate, failure or refusal to answer questions, or 
providing false statements or answers in the interview or during the course of the investigation may subject you 
to disciplinary action, up to and including discharge. 
 
Be advised that any act(s) of retaliation, interference, and/or discrimination against any individual(s) involved in 
this investigation is a violation of County/Department policy and could result in disciplinary action, up to and 
including discharge.   
 
The investigation, including this interview, is a confidential personnel matter.  You are instructed not to discuss 
this matter with any staff or other personnel/individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 



 
 

  COUNTY OF LOS ANGELES 

  DEPARTMENT OF HUMAN RESOURCES 
  HEADQUARTERS 

  579 KENNETH HAHN HALL OF ADMINISTRATION • LOS ANGELES, CALIFORNIA 90012 
  (213) 974-2406      FAX (213) 621-0387 

 

  BRANCH OFFICE 
  3333 WILSHIRE BOULEVARD • LOS ANGELES, CALIFORNIA 90010 

(213) 738-2211      FAX (213) 637-0820 
 

   LISA M. GARRETT 
DIRECTOR OF PERSONNEL 
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ADMINISTRATIVE RIGHTS & RESPONSIBILITIES 
 

[INSERT NAME OF WITNESS – Non-County Employee] 
 

I am [Insert name and title].  I can be reached by telephone at (XXX) XXX-XXXX.  Under the authority of the 
Director of Personnel, I have been assigned to investigate employee complaints in personnel matters that are  
potential violations of federal, state, and/or County laws, regulations or policies.   
 
You are about to be interviewed as part of an official Los Angeles County administrative investigation. The 
Department of Human Resources, under the direction of the Director of Personnel, may conduct an investigation 
when a complaint on or related to personnel matters alleging potential violations of federal, state, and/or County 
laws, regulations or policies is filed.   
 
You have been named as a witness in such a complaint filed by a Los Angeles County [insert department name] 
employee.  The Complaining Party has not filed a complaint against you, and you are not under investigation in 
this matter. 
 
The interview will be tape recorded.  You may also tape record the interview, if you wish.   
 
You are not obligated to participate in the investigation; however, your cooperation would be appreciated.  
Because the investigation is a confidential matter, if you choose to participate, you should not discuss the matter 
with any Los Angeles County personnel or other individuals designated by the investigator. 
 
The above admonition has been read to me.  I understand its contents and have received a copy. 

DATE___________________________ CASE ________________________ 

SIGNATURE________________________ PRINT NAME__________________________ 

EMPLOYEE NUMBER___________________ 

INVESTIGATOR’S SIGNATURE_________________________________ 

To Enrich Lives Through Effective and Caring Service 
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DEPARTMENT OF HUMAN RESOURCES 

DHR Classification Specifications 

 

HRDS Number:  [Insert case number]         

     

Investigator(s) Name:  [Insert name and title]  

  

Total Number of Involved Parties: [Insert number of involved parties listed below] 

 

Charging Party [Insert name] [Insert Payroll Title] 

Subject of Investigation [Insert name] [Insert Payroll Title] 

Witness [Insert name] [Insert Payroll Title] 

Witness [Insert name] [Insert Payroll Title] 

Witness [Insert name] [Insert Payroll Title] 
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 DEPARTMENT OF HUMAN RESOURCES  
HUMAN RESOURCES DEPARTMENTAL SUPPORT UNIT 

Contractor’s Request for Good Cause Extension 
 

 
To Be Completed By Contractor: To be Completed by County: 

Current  
Due Date 

Requested  
Extension Date 

Request Is: Approved Extension 
Date 

Approved Not Approved 

                              

Contractor’s Justification for Request:   
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Contractor Submission By:   County Review By: 

Name:       Name:       

Title:       Title:       

Date:       Date:       
 

HRDS Case Number:         

Complaining Party (CP):       

Department:       

Name of Contractor Case Assigned to:       

Date Case Assigned to Contractor:       

  
 
Contractor is hereby requesting an extension of the due date for submission of the Investigative Report, 
and understands that extension is only effective upon County’s written approval. 



PERSONNEL INVESTIGATION SERVICES

CONTRACTOR'S MONTHLY STATUS REPORT

SOW A.2 ‐ EXHIBIT 5Contractor Name:

Report for Month of:

INVESTIGATION STATUS

Date Case 
Assigned to 
Contractor

Complaining 
Party

Subject(s) of 
Investigation Department

Contractor's 
Assigned 

Investigator Basic Facts of Case Type of Allegation(s)

Investigative 
Plan

Due Date
(10 Days from 

Case Assignment)

Date 
Investigative 

Plan 
Submitted to 

County

Date 
Investigative 

Plan Approved 
by County
(Enter date or  

"pending")
Investigation Status:

What Has Been Accomplished and What Remains to Be Accomplished

1. -

Accomplished:  [Enter here]

Remaining: [Enter here]

2. -

Accomplished:  [Enter here]

Remaining: [Enter here]

3. -

Accomplished:  [Enter here]

Remaining: [Enter here]

4. -

Accomplished:  [Enter here]

Remaining: [Enter here]

5. -

Accomplished:  [Enter here]

Remaining: [Enter here]

6. -

Accomplished:  [Enter here]

Remaining: [Enter here]

7. -

Accomplished:  [Enter here]

Remaining: [Enter here]

8. -

Accomplished:  [Enter here]

Remaining: [Enter here]

9. -

Accomplished:  [Enter here]

Remaining: [Enter here]

10. -

Accomplished:  [Enter here]

Remaining: [Enter here]

SOW A.2 - Exhibit 5 - Investigation Services Master Agreement Page 1 of 2
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HRDS Case 
Number

INVESTIGATIVE PLAN

[ENTER HERE]
[ENTER HERE]

CASE INFORMATION



PERSONNEL INVESTIGATION SERVICES

CONTRACTOR'S MONTHLY STATUS REPORT

SOW A.2 ‐ EXHIBIT 5Contractor Name:

Report for Month of:

COMMENTS

Potential Issues 
That May Impact Contractor's Ability to Meet

 Investigative Report Due Date

Date 
Contractor 
Requested 
Assistance 

From County Contractor Comments

Initial 
Investigative 
Report Due 

Date
 (60 Days from 

Case Assignment)

1st Good 
Cause 

Extension: 
Date 

Request 
Submitted 
to County

Request 
Status

 (Select from 
Dropdown List) 

If Approved, 
1st Revised 
Due Date for 
Investigative 

Plan

2nd Good 
Cause 

Extension: 
Date 

Request 
Submitted 
to County

Request 
Status

 (Select from 
Dropdown List) 

If Approved, 
2nd Revised 
Due Date for 
Investigative 

Plan

3rd Good 
Cause 

Extension: 
Date 

Request 
Submitted 
to County

Request 
Status

 (Select from 
Dropdown List) 

If Approved, 
2nd Revised 
Due Date for 
Investigative 

Plan

Date 
Investigative 

Report 
Submitted  to 

County

Date
Revised 

Investigative 
Report 

Submitted  to 
County

Date 
Investigative 

Report  
Approved by 

County

1. -

2. -  

3. -

4. -

5. -

6. -

7. -

8. -

9. -

10. -

SOW A.2 - Exhibit 5 - Investigation Services Master Agreement Page 2 of 2
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POTENTIAL BARRIERS INVESTIGATIVE REPORT

[ENTER HERE]
[ENTER HERE]

HRDS Case 
Number
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PRICING SCHEDULE 
 

Billable hours are to be invoiced in no less than 15 minute increments.  The below rates will be 
applied to approved billable hours as described in Master Agreement 5.4 – Invoice and Payments. 
 
The Hourly Rate is an all-inclusive, blended rate to compensate Contractor for all services, tasks, 
and deliverables provided by Contractor pursuant to the terms and requirements of the Master 
Agreement.  The Hourly Rate is to be applied to hours worked by investigators only for time worked 
investigating cases, preparing or modifying reports, and, when requested by the County in writing, 
to appear at hearings.  The Hourly Rate may also be applied with the written pre-approval of the 
County for investigators time in preparing for testimony at a hearing.   
 

SECTION A:  HOURLY RATES Hourly Rate 

TIER 1 HOURLY RATE: $ 170.00 Per Hour 

TIER 2 HOURLY RATE: $ 150.00 Per Hour 

 

CASE INVESTIGATION: 

Tier 1 Rate:  Applied to the first 54 hours worked by investigators on a case within 60 
calendar days from date of Case Assignment to Contractor. 
 
Tier 2 Rate:  Applied upon reaching either 54 hours worked by investigators – or – 61 
calendar days from date of Case Assignment, whichever occurs first. 
 

 
 

SECTION B:  GOOD CAUSE EXCEPTION Hourly Rate 

TIER 1 HOURLY RATE IF REQUEST APPROVED: $ 170.00 Per Hour 

TIER 2 HOURLY RATE IF REQUEST APPROVED: $ 150.00 Per Hour 

 
GOOD CAUSE EXTENSION: 

Upon Contractor requesting an extension of the 54 hours worked by investigators and/or 
number of calendar days from Case Assignment in which to submit an Investigative Report, 
the County at its sole discretion may find good cause exists, for reasons beyond the control of 
Contractor, to approve the requested extension and extend the number of hours paid at the 
Tier 1 hourly rate. 

 
Tier 1 Rate:  Applied to the first number of hours and/or days worked by investigators on a 
case, as specifically designated for Tier I rate as reflected in the written approval of the 
Request for Good Cause Extension. 
 
Tier 2 Rate:  Applied upon reaching the specifically designated number of hours and/or days 
worked by investigators approved in the written approval of the Request for Good Cause 
Extension. 
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CONTRACTOR’S CASE SCHEDULE 

 
Contractor will be assigned cases for investigation services and will perform services as 
described in Exhibit A – Statement of Work on the following proposed schedule: 

Service Target Timeline 

 
Contractor will be assigned a case through 
issuance of a Work Order 
 

 
Not Applicable 

 
Contractor will certify their capacity to accept 
Work Order case assignment(s) and meet 
standards and requirements of the 
Agreement and Statement of Work  
 

 
Return completed Work Order to the County: 
 

o Electronically:  Within two (2) Business 
Days of issuance of a Work Order, and 

o Original:  Within fifteen (15) Business 
days of issuance of Work Order. 

 
 
Contractor to provide an Investigative Plan to 
County 

 
Within ten (10) Business Days of issuance of 
Work Order (unless otherwise requested by 
Contractor and approved by County in writing) 
 

 
Contractor to provide Revised Investigative 
Plan when actual performance differs 
substantially from planned performance  
 

 
Within four (4) business days of determining 
performance differentiation 

 
Contractor to provide Monthly Status Reports 
to County  

 
By the 10th of every month for all cases assigned 
to and/or pending with Contractor for the prior 
Calendar Month 
 

 
Contractor to provide Investigative Report to 
County 

 
Within 60 calendar days of Contractor’s receipt 
of Work Order (unless otherwise requested by 
Contractor and approved by County in writing) 
 

 
Contractor to provide Investigative Case File 
to County 
 

 
Within ten (10) calendar days of County’s 
acceptance of Investigative Report 

 
Contractor to provide County a request for an 
extension to the number of days to submit 
Investigative Report when due date will not 
be met 
 

 
Immediately upon Contractor becoming aware 
that due date for Investigative Report will not be 
met 
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CONTRACTOR'S EEO CERTIFICATION 
 
 
  
Contractor Name 

  
Address 

  
Internal Revenue Service Employer Identification Number 
 
 

GENERAL CERTIFICATION 
 
In accordance with Section 4.32.010 of the Code of the County of Los Angeles, the contractor, 
supplier, or vendor certifies and agrees that all persons employed by such firm, its affiliates, 
subsidiaries, or holding companies are and will be treated equally by the firm without regard to 
or because of race, religion, ancestry, national origin, or sex and in compliance with all anti-
discrimination laws of the United States of America and the State of California. 
 
 

CONTRACTOR'S SPECIFIC CERTIFICATIONS 
 

1. The Contractor has a written policy statement prohibiting Yes  No  
 discrimination in all phases of employment. 
 
2. The Contractor periodically conducts a self analysis Yes  No  
 or utilization analysis of its work force. 
 
3. The Contractor has a system for determining if Yes  No  
 its employment practices are discriminatory  
 against protected groups. 
 
4. Where problem areas are identified in employment Yes  No  
 practices, the Contractor has a system for taking  
 reasonable corrective action, to include 
 establishment of goals or timetables. 
 
 
  
Authorized Official’s Printed Name and Title 

 
    
Authorized Official’s Signature Date 



EXHIBIT E 
 

COUNTY’S ADMINISTRATION 
 

 
Exhibit E - Investigation Services Master Agreement        Page 1 of 2 
June 2016 

 
MASTER AGREEMENT NO: _______________    

 

COUNTY’S MASTER AGREEMENT PROGRAM DIRECTOR (MAPD): 

Name: Michael Lynd 
Title: Assistant Director 
Address: Kenneth Hahn Hall of Administration 
 500 W. Temple Street, Room 555, Los Angeles, California 90012 
Telephone: (213) 974-2449 
Facsimile: (213) 626-6075 
E-Mail Address: MLynd@hr.lacounty.gov 

 

SECTION 1:  EQUITY INVESTIGATIONS                                 

 
County’s Project Director:  

Name: Wanda Hazel 
Title: Senior Human Resources Manager 
Address: Kenneth Hahn Hall of Administration 
 500 W. Temple Street, Room 588, Los Angeles, California 90012 
Telephone: (213) 974-7891 
Facsimile: (213) 613-4789 
E-Mail Address: WHazel@hr.lacounty.gov 

 
County’s Contract Project Managers and Work Order Directors: 

Name: Stephen Stratti 
Title: Principal Analyst 
Address: Kenneth Hahn Hall of Administration 
 500 W. Temple Street, Room 588, Los Angeles, California 90012 
Telephone: (213) 974-2351 
Facsimile: (213) 613-4789 
E-Mail Address: SStrati@hr.lacounty.gov 

 

Name: Letitia Ellison-Cooper 
Title: Principal Analyst 
Address: Kenneth Hahn Hall of Administration 
 500 W. Temple Street, Room 588, Los Angeles, California 90012 
Telephone: (213) 974-1388 
Facsimile: (213) 613-4789 
E-Mail Address: LEllison-Cooper@hr.lacounty.gov 
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SECTION 2:  PERSONNEL INVESTIGATIONS                                 

 
County’s Project Director:  

Name: Marisa Lopez 
Title: Senior Human Resources Manager 
Address: 3333 Wilshire Blvd., Suite 1000, Los Angeles, CA 90010 
Telephone: (213) 351-8945 
Facsimile: (213) 365-2080 
E-Mail Address: MLopez@hr.lacounty.gov 

 
County’s Contract Project Manager and Work Order Director: 

Name: Eryn Houston 
Title: Principal Analyst 
Address: 3333 Wilshire Blvd., Suite 1000, Los Angeles, CA 90010 
Telephone: (213) 639-6330 
Facsimile: (213) 365-2080 
E-Mail Address: EHouston@hr.lacounty.gov 
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CONTRACTOR’S NAME:  
MASTER AGREEMENT NO:  
 
CONTRACTOR’S PROJECT MANAGER: 
 

Name: _____________________________  

Title: _____________________________  

Address:   

   

Telephone: ________________________________  

Facsimile: ________________________________ 

E-Mail Address:________________________________ 
 

CONTRACTOR’S AUTHORIZED OFFICIAL(S) 
 
Name: _____________________________  

Title: _____________________________  

Address:   

   

Telephone: ________________________________  

Facsimile: ________________________________ 

E-Mail Address:________________________________ 

 
Name: _____________________________  

Title: _____________________________  

Address:   

   

Telephone: ________________________________  

Facsimile: ________________________________ 

E-Mail Address:________________________________ 

 
Notices to Contractor shall be sent to the following: 
 

Name: _____________________________  

Title: _____________________________  

Address:   

   

Telephone: ________________________________  

Facsimile: ________________________________ 

E-Mail Address: ________________________________ 
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INVESTIGATION SERVICES 

MASTER AGREEMENT  
 

CONTRACTOR’S CERTIFICATION OF EMPLOYEE STATUS 
 
(Note:  This certification is to be executed and returned to the County reflecting the name of any Contractor employee who 
Contractor submits for County approval to perform work under this Master Agreement.  Contractor employee(s) cannot perform 
any work under the Master Agreement until the County receives this executed document for the named Contractor employee(s).) 
 
 
 
 
 
 
 
I CERTIFY THAT:  (1) I am an Authorized Official of Contractor;  (2) the individual(s) named below is(are) 
this organization’s employee(s);  (3) applicable state and federal income tax, FICA, unemployment 
insurance premiums, and workers' compensation insurance premiums, in the correct amounts required by 
state and federal law, will be withheld as appropriate, and paid by Contractor for the individual(s) named 
below for the entire time period covered by the Master Agreement. 
 

EMPLOYEES 

1.  9.  

2.  10.  

3.  11.  

4.  12.  

5.  13.  

6.  14.  

7.  15.  

8.  16.  

 

 
I declare under penalty of perjury that the foregoing is true and correct. 
 

  
Signature of Authorized Official 
 
  
Printed Name of Authorized Official 
 
  
Title of Authorized Official 
 
  
Date 

Name of Contractor:  

County Master Agreement Number:  
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INVESTIGATION SERVICES 
 MASTER AGREEMENT  

 
CONTRACTOR’S CERTIFICATION OF NO CONFLICT OF INTEREST  

(COUNTY CODE SECTION 2.180.010.A) 
 
(Note: This certification is to be executed and returned to the County at the time Contractor executes the Master Agreement.  
Contractor’s cannot perform any work under the Master Agreement until the County receives this executed document.) 
 

 

 

 
Los Angeles County Code Section 2.180.010.A provides as follows: 
 
“Certain contracts prohibited. 

A. Notwithstanding any other section of this code, the county shall not contract with, and shall reject any bid or proposal 
submitted by, the persons or entities specified below, unless the board of supervisors finds that special circumstances 
exist which justify the approval of such contract: 

 1. Employees of the county or of public agencies for which the board of supervisors is the governing body; 

 2. Profit-making firms or businesses in which employees described in subdivision 1 of subsection A serve as 
officers, principals, partners, or major shareholders; 

 3. Persons who, within the immediately preceding 12 months, came within the provisions of subdivision 1 of 
subsection A, and who: 

 a. Were employed in positions of substantial responsibility in the area of service to be performed by the 
contract; or 

 b. Participated in any way in developing the contract or its service specifications; and 

 4. Profit-making firms or businesses in which the former employees, described in subdivision 3 of subsection A, 
serve as officers, principals, partners, or major shareholders.” 

 

Contractor hereby declares and certifies that no Contractor Personnel, nor any other person acting on Contractor’s 
behalf, who prepared and/or participated in the preparation of the Statement of Qualifications submitted in response 
to the Request for Statement of Qualifications or in the execution of the Master Agreement, is within the purview of 
County Code Section 2.180.010.A, above. 
 
I declare under penalty of perjury that the foregoing is true and correct. 

 
Signature of Authorized Official 
 
Printed Name of Authorized Official 
 
Title of Authorized Official 
 
Date 
 

Name of Contractor:  

County Master Agreement Number:  
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CONTRACTOR’S ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT 
 

(Note: This certification is to be executed and returned to County at the time Contractor executes the Master Agreement.   
Contractor cannot perform any work under the Master Agreement until the County receives this executed document.) 

 
Contractor Name:   

County Master Agreement Number:  
 
GENERAL INFORMATION: 
The Contractor referenced above has entered into a Master Agreement with the County of Los Angeles to provide certain services to 
the County.  The County requires the Corporation to sign this Contractor Acknowledgement and Confidentiality Agreement. 
 
CONTRACTOR  ACKNOWLEDGEMENT: 
Contractor understands and agrees that the Contractor employees, consultants, Outsourced Vendors and independent contractors 
(Contractor’s Staff) that will provide services in the above referenced Master Agreement are Contractor’s sole responsibility.  
Contractor understands and agrees that Contractor’s Staff must rely exclusively upon Contractor for payment of salary and any and 
all other benefits payable by virtue of Contractor’s Staff’s performance of work under the above-referenced Master Agreement. 
 
Contractor understands and agrees that Contractor’s Staff are not employees of the County of Los Angeles for any purpose 
whatsoever and that Contractor’s Staff do not have and will not acquire any rights or benefits of any kind from the County of 
Los Angeles by virtue of my performance of work under the above-referenced Master Agreement.  Contractor understands and 
agrees that Contractor’s Staff will not acquire any rights or benefits from the County of Los Angeles pursuant to any agreement 
between any person or entity and the County of Los Angeles. 
 
CONFIDENTIALITY AGREEMENT: 
Contractor and Contractor’s Staff may be involved with work pertaining to services provided by the County of Los Angeles and, if so, 
Contractor and Contractor’s Staff may have access to confidential data and information pertaining to persons and/or entities receiving 
services from the County.  In addition, Contractor and Contractor’s Staff may also have access to proprietary information supplied by 
other vendors doing business with the County of Los Angeles.  The County has a legal obligation to protect all such confidential data 
and information in its possession, especially data and information concerning health, criminal, and welfare recipient records.  
Contractor and Contractor’s Staff understand that if they are involved in County work, the County must ensure that Contractor and 
Contractor’s Staff, will protect the confidentiality of such data and information.  Consequently, Contractor must sign this Confidentiality 
Agreement as a condition of  work to be provided by Contractor’s Staff for the County.   
 
Contractor and Contractor’s Staff hereby agrees that they will not divulge to any unauthorized person any data or information 
obtained while performing work pursuant to the above-referenced Master Agreement between Contractor and the County of 
Los Angeles.  Contractor and Contractor’s Staff agree to forward all requests for the release of any data or information received to 
County’s Project Manager. 
 
Contractor and Contractor’s Staff agree to keep confidential all health, criminal, and welfare recipient records and all data and 
information pertaining to persons and/or entities receiving services from the County, design concepts, algorithms, programs, formats, 
documentation, Contractor proprietary information and all other original materials produced, created, or provided to Contractor and 
Contractor’s Staff under the above-referenced Master Agreement.  Contractor and Contractor’s Staff agree to protect these 
confidential materials against disclosure to other than Contractor or County employees who have a need to know the information.  
Contractor and Contractor’s Staff agree that if proprietary information supplied by other County vendors is provided to me during this 
employment, Contractor and Contractor’s Staff shall keep such information confidential. 
 
Contractor and Contractor’s Staff agree to report any and all violations of this agreement by Contractor and Contractor’s Staff and/or 
by any other person of whom Contractor and Contractor’s Staff become aware.   
 
Contractor and Contractor’s Staff acknowledge that violation of this agreement may subject Contractor and Contractor’s Staff to civil 
and/or criminal action and that the County of Los Angeles may seek all possible legal redress. 
 

SIGNATURE:  DATE:    

PRINTED NAME:    

POSITION:    
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CONTRACTOR’S EMPLOYEE ACKNOWLEDGEMENT AND AGREEMENT: 
CONFIDENTIALITY AND NO CONFLICT OF INTEREST  

 
County Equity and Personnel Investigations 

 
LISA M. GARRETT               (Note:  This agreement is to be executed and returned to the County prior to any Contractor’s  
DIRECTOR OF PERSONNEL employee being approved to perform work under this Master Agreement.  Contractor’s employee 

cannot perform any work under the Master Agreement until the County receives this executed 
document for the Contractor’s employee.) 

 
I, _______________________________________, pursuant to paragraphs 7.6, 

"Confidentiality," and 8.8, “Conflict of Interest,” of  the County of Los Angeles and 
______________________________ Master Agreement Number _______________ for 
Investigation Services effective ________________________: 

shall, in my capacity as a Contactor’s employee performing  equity and/or personnel investigations 
for the County of Los Angeles (“County”), have access to and review confidential personnel records 
of the County, its departments and/or its workforce, as may be material and relevant to the 
performance of my equity and/or personnel investigation responsibilities, including but not limited to: 
any and all information, data, opinions, findings, or conclusions contained in an employee's 
personnel file, County Intake Specialist Unit ("CISU") file, County Equity Investigation's Unit 
("CEIU") file, Human Resources Departmental Support Unit (“HRDS”) file, or any other document(s) 
relevant to the performance of my duties or when discussed by/with various entities such as the 
County Equity Oversight Panel (“CEOP”) or at hearings such as the Civil Service Commission in the 
course and scope of exercising their duties (Confidential Information/Records). 

1. As to such Confidential Information/Records, I understand and agree:  
 

a. that I will use the utmost discretion and care to maintain the integrity of such while executing 
all of my equity and/or personnel investigation duties; 
 

b. that I will exercise the utmost care to preserve all statutory and constitutional requirements of 
confidentiality with regard to such; 

 
c. that such information acquired in my capacity as a Contractor’s employee performing equity 

and/or personnel investigations shall be considered as information acquired in confidence by 
a public employee in the course of his or her duty and not open, or officially disclosed, to the 
public within the meaning of Evidence Code Section 1040; 

 
d. that as a Contractor’s employee with the County who is permitted to review the Confidential 

Information/Records, I am bound by any and all applicable confidentiality, privacy and 
privilege, Federal and California laws, and I agree not to disclose any such  Confidential 
Information/Records, without the express written authorization of the County Director of 
Personnel or to the extent allowed by the law;  
 
 
 
 



EXHIBIT G4 
Confidentiality and No Conflict of Interest Agreement 
 

 
 

Exhibit G4 - Investigation Services Master Agreement  Page 6 of 10 
June 2016 

e. that any unauthorized disclosure of Confidential Information/Records will result in my 
immediate termination of performing any services under the above Master Agreement, and 
may subject me to civil and/or criminal liability. 

 
 
Further, I certify and agree that I am in compliance with, and will continue to comply with all the 
below terms, conditions and requirements of the Master Agreement, which are to remain in effect 
during the term of this Master Agreement and for three (3) years after the termination of this Master 
Agreement: 
 

“8.8 CONFLICT OF INTEREST 

8.8.1 No County employee whose position with the County enables such employee to 
influence the award of this Master Agreement or any competing contract, and no 
spouse or economic dependent of such employee, shall be employed in any capacity 
by the Contractor or have any other direct or indirect financial interest in this Master 
Agreement.  No officer or employee of the Contractor who may financially benefit from 
the performance of work hereunder shall in any way participate in the County’s 
approval, or ongoing evaluation, of such work, or in any way attempt to unlawfully 
influence the County’s approval or ongoing evaluation of such work. 

8.8.2 The Contractor shall comply with all conflict of interest laws, ordinances, and 
regulations now in effect or hereafter to be enacted during the term of this Master 
Agreement.  The Contractor warrants that it is not now aware of any facts that create 
a conflict of interest.  If the Contractor hereafter becomes aware of any facts that 
might reasonably be expected to create a conflict of interest, it shall immediately 
make full written disclosure of such facts to the County.  Full written disclosure shall 
include, but is not limited to, identification of all persons implicated and a complete 
description of all relevant circumstances.  Failure to comply with the provisions of this 
sub-paragraph 8.9 shall be a material breach of this Master Agreement. 

8.8.3 Contractor may not have in the past or during the term of this Master Agreement 
represent(ed) any County employee in an employment related administrative or 
judicial case in any matter against the County of Los Angeles.  Such representation 
creates a conflict of interest on behalf of the Contractor.   

8.8.4 Contractor and employees of Contractor may not accept employment or provide 
investigative services that would present a conflict of interest with their Contractor 
responsibilities under this Master Agreement, including being retained, on a paid or 
unpaid basis, by any future or current claimant in any suit or claim involving the 
County.  This no conflict provision shall remain in effect for three (3) years after the 
termination of this Master Agreement.  
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8.8.5 Every employee and non-employee of Contractor performing work under this Master 
Agreement shall agree, in writing, prior to commencing work on these contracted 
services with this no conflict provision and will execute Agreement Exhibit G4 – 
Contractor’s Employee Acknowledgment and Agreement:  Confidentiality and No 
Conflict of Interest or Agreement Exhibit G5 – Contractor’s Non-Employee 
Acknowledgment and Agreement:  Confidentiality and No Conflict of Interest; 
Contractor is responsible for ensuring that all Contractor’s employees and 
non-employees have submitted their written agreement to Contractor prior to 
commencing work on these contracted services.” 

 

 
 
 
Signature of Contractor’s Employee:_____________________________ 
 
Title of Contractor’s Employee:_________________________________ 
 
Date:__________________________ 
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CONTRACTOR’S NON-EMPLOYEE ACKNOWLEDGEMENT AND 
AGREEMENT:  CONFIDENTIALITY AND NO CONFLICT OF INTEREST  

 
County Equity and Personnel Investigations  

 
LISA M. GARRETT               (Note:  This agreement is to be executed and returned to the County prior to any Contractor’s  
DIRECTOR OF PERSONNEL non-employee being approved to perform work under this Master Agreement.  Contractor’s 

non-employee cannot perform any work under the Master Agreement until the County receives this 
executed document for the Contractor’s non-employee.) 

 
I, _______________________________________, pursuant to paragraphs 7.6, 

"Confidentiality," and 8.8, “Conflict of Interest,” of  the County of Los Angeles and 
_______________________ Master Agreement Number _______________ for Investigation 
Services effective ________________________: 

shall, in my capacity as a Contactor’s non-employee performing  equity and/or personnel 
investigations for the County of Los Angeles (“County”), have access to and review confidential 
personnel records of the County, its departments and/or its workforce, as may be material and 
relevant to the performance of my equity and/or personnel investigation responsibilities, including 
but not limited to: any and all information, data, opinions, findings, or conclusions contained in an 
employee's personnel file, County Intake Specialist Unit ("CISU") file, County Equity Investigation's 
Unit ("CEIU") file, Human Resources Departmental Support Unit (“HRDS”) file, or any other 
document(s) relevant to the performance of my duties or when discussed by/with various entities 
such as the County Equity Oversight Panel (“CEOP”) or at hearings such as the Civil Service 
Commission in the course and scope of exercising their duties (Confidential Information/Records). 

1. As to such Confidential Information/Records, I understand and agree:  
 

a. that I will use the utmost discretion and care to maintain the integrity of such while executing 
all of my equity and/or personnel investigation duties; 
 

b. that I will exercise the utmost care to preserve all statutory and constitutional requirements of 
confidentiality with regard to such; 

 
c. that such information acquired in my capacity as a Contractor’s non-employee performing 

equity and/or personnel investigations shall be considered as information acquired in 
confidence by a public employee in the course of his or her duty and not open, or officially 
disclosed, to the public within the meaning of Evidence Code Section 1040; 

 
d. that as a Contractor’s non-employee with the County who is permitted to review the 

Confidential Information/Records, I am bound by any and all applicable confidentiality, 
privacy and privilege, Federal and California laws, and I agree not to disclose any such  
Confidential Information/Records, without the express written authorization of the County 
Director of Personnel or to the extent allowed by the law;  
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e. that any unauthorized disclosure of Confidential Information/Records will result in my 
immediate termination of performing any services under the above Master Agreement, and 
may subject me to civil and/or criminal liability. 

 
 
Further, I certify and agree that I am in compliance with, and will continue to comply with all the 
below terms, conditions and requirements of the Master Agreement, which are to remain in effect 
during the term of this Master Agreement and for three (3) years after the termination of this Master 
Agreement: 
 

“8.8 CONFLICT OF INTEREST 

8.8.1 No County employee whose position with the County enables such employee to 
influence the award of this Master Agreement or any competing contract, and no 
spouse or economic dependent of such employee, shall be employed in any capacity 
by the Contractor or have any other direct or indirect financial interest in this Master 
Agreement.  No officer or employee of the Contractor who may financially benefit from 
the performance of work hereunder shall in any way participate in the County’s 
approval, or ongoing evaluation, of such work, or in any way attempt to unlawfully 
influence the County’s approval or ongoing evaluation of such work. 

8.8.2 The Contractor shall comply with all conflict of interest laws, ordinances, and 
regulations now in effect or hereafter to be enacted during the term of this Master 
Agreement.  The Contractor warrants that it is not now aware of any facts that create 
a conflict of interest.  If the Contractor hereafter becomes aware of any facts that 
might reasonably be expected to create a conflict of interest, it shall immediately 
make full written disclosure of such facts to the County.  Full written disclosure shall 
include, but is not limited to, identification of all persons implicated and a complete 
description of all relevant circumstances.  Failure to comply with the provisions of this 
sub-paragraph 8.9 shall be a material breach of this Master Agreement. 

8.8.3 Contractor may not have in the past or during the term of this Master Agreement 
represent(ed) any County employee in an employment related administrative or 
judicial case in any matter against the County of Los Angeles.  Such representation 
creates a conflict of interest on behalf of the Contractor. 

8.8.4 Contractor and employees of Contractor may not accept employment or provide 
investigative services that would present a conflict of interest with their Contractor 
responsibilities under this Master Agreement, including being retained, on a paid or 
unpaid basis, by any future or current claimant in any suit or claim involving the 
County.  This no conflict provision shall remain in effect for three (3) years after the 
termination of this Master Agreement. 
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8.8.5 Every employee and non-employee of Contractor performing work under this Master 
Agreement shall agree, in writing, prior to commencing work on these contracted 
services with this no conflict provision and will execute Agreement Exhibit G4 – 
Contractor’s Employee Acknowledgment and Agreement:  Confidentiality and No 
Conflict of Interest or Agreement Exhibit G5 – Contractor’s Non-Employee 
Acknowledgment and Agreement:  Confidentiality and No Conflict of Interest; 
Contractor is responsible for ensuring that all Contractor’s employees and 
non-employees have submitted their written agreement to Contractor prior to 
commencing work on these contracted services.” 

 

 
 
 
Signature of Contractor’s Non-Employee:_____________________________ 
 
Title of Contractor’s Non-Employee:_________________________________ 
 
Date:__________________________ 
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                                  EXHIBIT H 

WORK ORDER ATTACHMENT CONTAINS CONFIDENTIAL INFORMATION 

SAMPLE INVESTIGATION SERVICES 
WORK ORDER AND CONTRACTOR CERTIFICATION 

 
 

Master Agreement Number:         Contractor :       

Work Order Number: Work Order Issuance Date:           

 
 
1.  GENERAL 
 

Contractor shall satisfactorily perform all services and tasks and provide all the deliverables detailed 
in the Statement of Work attached to above Master Agreement, on a pricing schedule and in 
compliance with the terms and conditions of the above Agreement for all cases reflected on the 
attached Case Assignment List. 
 

2. CASE ASSIGNMENT(S) 
 

Contractor is hereby assigned the ________ cases listed on the Confidential Case Assignment List 
(Attachment 1) as of the above issuance date of this work order. 
 

3. PERSONNEL 
 

Contractor will only utilize personnel to perform work under this work order who have met all terms 
and conditions stated in above Master Agreement, including but not limited to, Contractor having 
received written notice from the County of Contractor Employee’s clearance of the security and 
investigations background check. 
 

4. PAYMENT 
 
 A.  Contractor shall invoice the County only for work which has been assigned to the Contractor by 

the County in a written Work Order and that has been satisfactorily completed in compliance with the 
terms and conditions of the above Master Agreement. 

 
 B.  Contractor shall satisfactorily provide and complete all required deliverables and services in 

accordance with Exhibit A (Statement of Work) to the Master Agreement. 
 
 C.  Contractor shall submit all invoices under this work order in compliance with paragraph 5.0 of the 

Master Agreement, including requirement that cases be identified by CEIU case number only and no 
names of individuals are to be included on the invoice submitted to County (e.g., names of 
complaining party or subject(s) of investigation.) 

 
5.  SERVICES 
 
 In accordance with Master Agreement sub-paragraph 3.2, Contractor may not be paid for any task, 

deliverable, service or other work that is not specified in this Work Order, and/or that utilizes 
personnel not specified in this Work Order, and/or that goes beyond the expiration date of the above 
Master Agreement. 
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EXHIBIT H 
                                      WORK ORDER ATTACHMENT CONTAINS CONFIDENTIAL INFORMATION          

6.   CONTRACTOR’S CAPACITY 
 

Within two (2) business days of the issuance date of this Work Order, Contractor shall execute 
Section II of this Work Order, certifying its ability to complete the assigned case(s) on the attached 
Case Assignment List and meet all standards and requirements of above Master Agreement.  
Contractor shall return an electronic signed copy to County within two (2) Business Days of the 
issuance of the work order and the original signed copy to County within fifteen (15) Business Days 
of the issuance of the Work o\Order. 

IF CONTRACTOR DOES NOT HAVE THE CAPACITY TO ACCEPT THE CASE ASSIGNMENTS 
ON THE ATACHED CASE ASSIGNMENT LIST, NO WORK IS TO BE PERFORMED BY OR 
INVOICED BY THE CONTRACTOR UNDER THIS WORK ORDER, AND WILL RESULT IN THE 
RESCISSION OF THIS WORK ORDER. 
 

 
ALL TERMS OF THE MASTER AGREEMENT SHALL REMAIN IN FULL FORCE AND EFFECT.  THE 
TERMS OF THE MASTER AGREEMENT SHALL GOVERN AND TAKE PRECEDENCE OVER ANY 
CONFLICTING TERMS AND/OR CONDITIONS IN THIS WORK ORDER.  NEITHER THE RATES NOR 
ANY OTHER SPECIFICATIONS IN THIS WORK ORDER ARE VALID OR BINDING IF THEY DO NOT 
COMPLY WITH THE TERMS AND CONDITIONS OF THE MASTER AGREEMENT. 

SECTION II:  TO BE COMPLETED BY CONTRACTOR AND RETURNED TO COUNTY 

 
Contractor’s signature on this Work Order document: 

  1.) Confirms Contractor’s awareness of and agreement with the provisions of sub-paragraph 3.2 of the 
Master Agreement, which establishes that Contractor shall not be entitled to any compensation 
whatsoever for any task, deliverable, service, or other work:  

  A. That is not specified in this Work Order, and/or 
  B. That utilizes personnel not specified in this Work Order, and/or 
  C. That goes beyond the expiration date of the Master Agreement, and/or 
  D. That is performed if the Contractor does not have the capacity to accept the case 

assignment and meet the standards and requirements of the above Master Agreement 
 REGARDLESS OF ANY ORAL PROMISE MADE TO CONTRACTOR BY ANY COUNTY 

PERSONNEL WHATSOEVER. 

  2.) Certifies and confirms Contractor’s ability to accept all cases on the attached Confidential Case 
Assignment List, and meet all standards and requirements in above Master Agreement, including 
but not limited to the timelines and deliverables in the Statement of Work (Exhibit A to Master 
Agreement). 
 

CONTRACTOR COUNTY OF LOS ANGELES 

Signature:   Signature:  

Printed 
Name: 

  Printed 
Name: 

 

Title:   Title:  

Date:   Date:  
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EXHIBIT H 
 

                                     WORK ORDER ATTACHMENT CONTAINS CONFIDENTIAL INFORMATION               ATTACHMENT 1 

CONFIDENTIAL CASE ASSIGNMENT LIST 
EQUITY INVESTIGATION CASES 

 
Master Agreement Number:         Contractor :       

Work Order Number: Work Order Issuance Date:           

 CEIU Case 
Number 

Complaining Party 
Subject(s) of 

Investigation (SOI) 
County Department 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     
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EXHIBIT H 
 

                                     WORK ORDER ATTACHMENT CONTAINS CONFIDENTIAL INFORMATION               ATTACHMENT 1 

CONFIDENTIAL CASE ASSIGNMENT LIST 
PERSONNEL INVESTIGATION CASES 

 
Master Agreement Number:         Contractor :       

Work Order Number: Work Order Issuance Date:           

 HRDS Case 
Number 

Complaining Party 
Subject(s) of 

Investigation (SOI) 
County Department 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     
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2.203.010 Findings.  

The board of supervisors makes the following findings. The county of Los Angeles allows its permanent, full-time 
employees unlimited jury service at their regular pay. Unfortunately, many businesses do not offer or are reducing 
or even eliminating compensation to employees who serve on juries. This creates a potential financial hardship 
for employees who do not receive their pay when called to jury service, and those employees often seek to be 
excused from having to serve. Although changes in the court rules make it more difficult to excuse a potential 
juror on grounds of financial hardship, potential jurors continue to be excused on this basis, especially from longer 
trials. This reduces the number of potential jurors and increases the burden on those employers, such as the 
county of Los Angeles, who pay their permanent, full-time employees while on juror duty. For these reasons, the 
county of Los Angeles has determined that it is appropriate to require that the businesses with which the county 
contracts possess reasonable jury service policies. (Ord. 2002-0015 § 1 (part), 2002) 

2.203.020 Definitions. 

The following definitions shall be applicable to this chapter: 
 
A.  “Contractor” means a person, partnership, corporation or other entity which has a contract with the county 

or a subcontract with a county contractor and has received or will receive an aggregate sum of $50,000 or 
more in any 12-month period under one or more such contracts or subcontracts. 

 
B. “Employee” means any California resident who is a full-time employee of a contractor under the laws of 

California. 
 
C. “Contract” means any agreement to provide goods to, or perform services for or on behalf of, the county 

but does not include: 
 

1. A contract where the board finds that special circumstances exist that justify a waiver of the 
requirements of this chapter; or 

 
2. A contract where federal or state law or a condition of a federal or state program mandates the use 

of a particular contractor; or 
 
3. A purchase made through a state or federal contract; or 
 
4. A monopoly purchase that is exclusive and proprietary to a specific manufacturer, distributor, or 

reseller, and must match and inter-member with existing supplies, equipment or systems 
maintained by the county pursuant to the Los Angeles County Purchasing Policy and Procedures 
Manual, Section P-3700 or a successor provision; or 

 
5. A revolving fund (petty cash) purchase pursuant to the Los Angeles County Fiscal Manual, Section 

4.4.0 or a successor provision; or 
 
6. A purchase card purchase pursuant to the Los Angeles County Purchasing Policy and Procedures 

Manual, Section P-2810 or a successor provision; or 
 
7. A non-agreement purchase with a value of less than $5,000 pursuant to the Los Angeles County 

Purchasing Policy and Procedures Manual, Section A-0300 or a successor provision; or 
 
8. A bona fide emergency purchase pursuant to the Los Angeles County Purchasing Policy and 

Procedures Manual, Section PP-1100 or a successor provision. 
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D. “Full time” means 40 hours or more worked per week, or a lesser number of hours if: 
 

1.  The lesser number is a recognized industry standard as determined by the chief administrative 
officer, or 

 
2. The contractor has a long-standing practice that defines the lesser number of hours as full time. 

 
E. “County” means the county of Los Angeles or any public entities for which the board of supervisors is the 

governing body. (Ord. 2002-0040 § 1, 2002: Ord. 2002-0015 § 1 (part), 2002) 

2.203.030 Applicability. 

This chapter shall apply to contractors who enter into contracts that commence after July 11, 2002. This chapter 
shall also apply to contractors with existing contracts which are extended into option years that commence after 
July 11, 2002. Contracts that commence after May 28, 2002, but before July 11, 2002, shall be subject to the 
provisions of this chapter only if the solicitations for such contracts stated that the chapter would be applicable. 
(Ord. 2002-0040 § 2, 2002: Ord. 2002-0015 § 1 (part), 2002) 

2.203.040 Contractor Jury Service Policy.  

A contractor shall have and adhere to a written policy that provides that its employees shall receive from the 
contractor, on an annual basis, no less than five days of regular pay for actual jury service. The policy may 
provide that employees deposit any fees received for such jury service with the contractor or that the contractor 
deduct from the employees’ regular pay the fees received for jury service. (Ord. 2002-0015 § 1 (part), 2002) 

2.203.050 Other Provisions.  

A. Administration. The chief administrative officer shall be responsible for the administration of this chapter. 
The chief administrative officer may, with the advice of county counsel, issue interpretations of the 
provisions of this chapter and shall issue written instructions on the implementation and ongoing 
administration of this chapter. Such instructions may provide for the delegation of functions to other 
county departments. 

 
B. Compliance Certification. At the time of seeking a contract, a contractor shall certify to the county that it 

has and adheres to a policy consistent with this chapter or will have and adhere to such a policy prior to 
award of the contract. (Ord. 2002-0015 § 1 (part), 2002) 

2.203.060 Enforcement and Remedies.  

For a contractor’s violation of any provision of this chapter, the county department head responsible for 
administering the contract may do one or more of the following: 
 
1. Recommend to the board of supervisors the termination of the contract; and/or, 
 
2. Pursuant to chapter 2.202, seek the debarment of the contractor. (Ord. 2002-0015 § 1 (part), 2002) 
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2.203.070. Exceptions. 

A. Other Laws. This chapter shall not be interpreted or applied to any contractor or to any employee 
in a manner inconsistent with the laws of the United States or California. 

 
B. Collective Bargaining Agreements. This chapter shall be superseded by a collective bargaining 

agreement that expressly so provides. 
 
C. Small Business. This chapter shall not be applied to any contractor that meets all of the following: 
 
 1. Has ten or fewer employees during the contract period; and, 
 
 2. Has annual gross revenues in the preceding twelve months which, if added to the annual 

amount of the contract awarded, are less than $500,000; and, 
 
 3. Is not an affiliate or subsidiary of a business dominant in its field of operation. 
 
“Dominant in its field of operation” means having more than ten employees and annual gross revenues in 
the preceding twelve months which, if added to the annual amount of the contract awarded, exceed 
$500,000. 
 
“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 
20 percent owned by a business dominant in its field of operation, or by partners, officers, directors, 
majority stockholders, or their equivalent, of a business dominant in that field of operation. (Ord. 2002-
0015 § 1 (part), 2002) 

2.203.090. Severability.  

If any provision of this chapter is found invalid by a court of competent jurisdiction, the remaining 
provisions shall remain in full force and effect. (Ord. 2002-0015 § 1 (part), 2002) 
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SAFELY SURRENDERED BABY LAW 
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INFORMATION SECURITY REQUIREMENTS 
 
This sets forth information security procedures to be established by Contractor before the effective date 
of the Contract and maintained throughout the term of the Contract. These procedures are in addition 
to the requirements of the Contract and the Business Associate Agreement, if any, between the Parties. 
They present  a minimum  standard only. However,  it  is Contractor’s  sole obligation  to:  (i)  implement 
appropriate measures  to  secure  its  systems  and  data,  including  Personally  Identifiable  Information, 
Protected Health Information, if any, and County Confidential Information, against internal and external 
threats and risks; and (ii) continuously review and revise those measures to address ongoing threats and 
risks.  Failure  to  comply with  the minimum  standards  set  forth  in  this  Exhibit K  (Information  Security 
Requirements) will constitute a material, non‐curable breach of  the Contract   by Contractor, entitling 
County, in addition to and cumulative of all other remedies available to it at law, in equity, or under the 
Contract,  to  immediately  terminate  the Contract. Unless specifically defined  in  this Exhibit, capitalized 
terms shall have the meanings set forth in the Contract.   

1.  Security  Policy.  Contractor  shall  establish  and  maintain  a  formal,  documented,  mandated, 
company‐wide  information  security  program,  including  security  policies,  standards  and 
procedures  (collectively “Information Security Policy”). The  Information Security Policy will be 
communicated  to all Contractor personnel  in a  relevant, accessible, and understandable  form 
and will be regularly reviewed and evaluated to ensure its operational effectiveness, compliance 
with all applicable laws and regulations, and to address new threats and risks. 

 
2.  Personnel and Contractor Protections. Contractor shall screen and conduct background checks 

on  all  Contractor  personnel  contacting  County  Confidential  Information,  including  Personally 
Identifiable Information and Protected Health Information, if any, for potential security risks and 
require  all  employees  and  contractors  to  sign  an  appropriate  written  confidentiality/non‐
disclosure agreement. All agreements with third‐parties involving access to Contractor’s systems 
and  data,  including  all  outsourcing  arrangements  and maintenance  and  support  agreements 
(including  facilities  maintenance),  shall  specifically  address  security  risks,  controls,  and 
procedures  for  information  systems. Contractor  shall  supply each of  its Contractor personnel 
with appropriate, ongoing training regarding information security procedures, risks, and threats. 
Contractor shall have an established set of procedures to ensure Contractor personnel promptly 
report actual and/or suspected breaches of security. 

 
3.  Removable Media.  Except  in  the  context  of  Contractor’s  routine  back‐ups  or  as  otherwise 

specifically authorized by County  in writing, Contractor shall  institute strict physical and  logical 
security controls to prevent transfer of Personally Identifiable Information and Protected Health 
Information,  if any, to any form of Removable Media. For purposes of this Exhibit (Information 
Security Requirements), “Removable Media” means portable or  removable hard disks,  floppy 
disks,  USB  memory  drives,  zip  disks,  optical  disks,  CDs,  DVDs,  digital  film,  digital  cameras, 
memory  cards  (e.g., Secure Digital  (SD), Memory Sticks  (MS), CompactFlash  (CF), SmartMedia 
(SM),  MultiMediaCard  (MMC),  and  xD‐Picture  Card  (xD)),  magnetic  tape,  and  all  other 
removable data storage media. 

 
4.  Storage, Transmission, and Destruction of Personally  Identifiable  Information and Protected 

Health  Information.  All  Personally  Identifiable  Information,  including  any  Protected  Health 
Information,  shall  be  rendered  unusable,  unreadable,  or  indecipherable  to  unauthorized 
individuals  in  accordance  with  the  applicable  law,  including  HIPAA  as  amended  and 
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supplemented by  the HITECH Act,  to  the extent applicable.   Without  limiting  the generality of 
the foregoing, Contractor will encrypt all electronic Personally Identifiable Information, including 
any  Protected  Health  Information  (stored  and  during  transmission)  in  accordance  with  the 
applicable  law  including HIPAA and the HITECH Act as  implemented by the U.S. Department of 
Health  and  Human  Services.  If  Personally  Identifiable  Information,  including  any  Protected 
Health Information,  is no  longer required to be retained by Contractor under the Contract and 
applicable  law,  Contractor  shall  destroy  such  Personally  Identifiable  Information,  including 
Protected Health  Information,  if any, by:  (a) shredding or otherwise destroying paper,  film, or 
other  hard  copy  media  so  that  the  Personally  Identifiable  Information,  including  Protected 
Health  Information,  if  any,  cannot  be  read  or  otherwise  cannot  be  reconstructed;  and  (b) 
clearing, purging, or destroying electronic media containing Personally Identifiable Information, 
including Protected Health Information,  if any, consistent with NIST Special Publication 800‐88, 
Guidelines  for Media  Sanitization1  such  that  the Personally  Identifiable  Information,  including 
Protected Health Information, if any, cannot be retrieved.  

 
5.  Data Control; Media Disposal and Servicing. Subject to and without  limiting the requirements 

under Section 4  (Storage, Transmission and Destruction of Personally  Identifiable  Information 
and  Protected  Health  Information),  Personally  Identifiable  Information,  Protected  Health 
Information,  if any, and County Confidential  Information:  (i) may only be made available and 
accessible  to  those  parties  explicitly  authorized  under  the  Contract  or  otherwise  expressly 
Approved by County in writing; (ii) if transferred across the Internet, any wireless network (e.g., 
cellular, 802.11x, or similar technology), or other public or shared networks, must be protected 
using appropriate encryption  technology as designated or Approved by County  in writing; and 
(iii) if transferred using Removable Media (as defined above) must be sent via a bonded courier 
or  protected  using  encryption  technology  designated  or Approved  by  County  in writing.  The 
foregoing requirements shall apply to back‐up data stored by Contractor at off‐site facilities. In 
the event any hardware, storage media, or Removable Media must be disposed of or sent off‐
site  for  servicing,  Contractor  shall  ensure  all  County  Confidential  Information,  including 
Personally  Identifiable  Information and Protected Health  Information,  if any, has been cleared, 
purged, or scrubbed from such hardware and/or media using industry best practices (e.g., NIST 
Special Publication 800‐88, Guidelines for Media Sanitization2). 

 
6.  Hardware Return. Upon termination or expiration of the Contract or at any time upon County’s 

request, Contractor will  return all hardware,  if any, provided by County  containing Personally 
Identifiable  Information,  Protected  Health  Information,  if  any,  or  County  Confidential 
Information to County. The Personally Identifiable Information, Protected Health Information, if 
any,  and  County  Confidential  Information  shall  not  be  removed  or  altered  in  any way.  The 
hardware  should  be  physically  sealed  and  returned  via  a  bonded  courier  or  as  otherwise 
directed  by  County.  In  the  event  the  hardware  containing  County  Confidential  Information, 
Personally  Identifiable  Information  or  Protected  Health  Information,  if  any,  is  owned  by 
Contractor or a third‐party, a notarized statement, detailing  the destruction method used and 
the data sets  involved, the date of destruction, and the company or  individual who performed 
the destruction will be sent  to a designated County security  representative within  fifteen  (15) 
days  of  termination  or  expiration  of  the  Contract  or  at  any  time  upon  County’s  request.  
Contractor’s  destruction  or  erasure  of County  Confidential  Information,  Personal  Information 

                                                            
1 Available at http://www.csrc.nist.gov/ 
2 Available at http://www.csrc.nist.gov/ 
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and Protected Health  Information,  if any, pursuant  to  this Section shall be  in compliance with 
industry  Best  Practices  (e.g.,  NIST  Special  Publication  800‐88,  Guidelines  for  Media 
Sanitization3). 

 
7.  Physical and Environmental Security. Contractor  facilities  that process Personally  Identifiable 

Information, Protected Health  Information,  if  any, or County Confidential  Information will be 
housed in secure areas and protected by perimeter security such as barrier access controls (e.g., 
the  use  of  guards  and  entry  badges)  that  provide  a  physically  secure  environment  from 
unauthorized access, damage, and interference.  

 
8.  Communications and Operational Management. Contractor shall: (i) monitor and manage all of 

its  information  processing  facilities,  including,  without  limitation,  implementing  operational 
procedures, change management and  incident  response procedures; and  (ii) deploy adequate 
anti‐viral software and adequate back‐up facilities to ensure essential business information can 
be promptly recovered in the event of a disaster or media failure; and (iii) ensure its operating 
procedures  will  be  adequately  documented  and  designed  to  protect  information,  computer 
media, and data from theft and unauthorized access.  

 
9.  Access Control. Contractor shall  implement formal procedures to control access to  its systems, 

services, and data, including, but not limited to, user account management procedures and the 
following controls: 

   
  a.  Network  access  to both  internal  and  external networked  services  shall be  controlled, 

including, but not limited to, the use of properly configured firewalls; 
 
  b.  Operating  systems  will  be  used  to  enforce  access  controls  to  computer  resources 

including, but not limited to, authentication, authorization, and event logging; 
 
  c.  Applications  will  include  access  control  to  limit  user  access  to  information  and 

application system functions; and 
 
  d.  All  systems  will  be  monitored  to  detect  deviation  from  access  control  policies  and 

identify suspicious activity. Contractor shall record, review and act upon all events in accordance 
with incident response policies set forth below. 

 
10.  Security Incident.  A "Security Incident" shall have the meaning given to such term in 45 C.F.R. § 

164.304. 
 
  a.  Contractor will promptly notify (but in no event more than twenty‐four (24) hours after 

the detection of a Security  Incident) the designated County security contact by telephone and 
subsequently via written letter of any potential or actual security attacks or Security Incidents.  

 
  b.  The  notice  shall  include  the  approximate  date  and  time  of  the  occurrence  and  a 

summary of the relevant facts,  including a description of measures being taken to address the 
occurrence.  A Security Incident includes instances in which internal personnel access systems in 
excess of their user rights or use the systems inappropriately.  

                                                            
3 Available at http://www.csrc.nist.gov/   
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  c.  Contractor will  provide  a monthly  report  of  all  Security  Incidents  noting  the  actions 

taken.  This will  be  provided  via  a written  letter  to  the  County  security  representative  on  or 
before the first (1st) week of each calendar month. County or its third‐party designee may, but 
is not obligated, perform audits and security tests of Contractor’s environment that may include, 
but are not  limited to,  interviews of relevant personnel, review of documentation, or technical 
inspection of systems, as they relate to the receipt, maintenance, use, retention, and authorized 
destruction  of  Personally  Identifiable  Information,  Protected  Health  Information,  if  any,  and 
County Confidential Information.  

 
  d.  County  reserves  the  right  to  view, upon  request,  summary  results  (i.e.,  the number of 

high, medium and low vulnerabilities) and related corrective action schedule for which Contractor 
has undertaken on its behalf to assess Contractor’s own network security. If requested, copies of 
these summary results and corrective action schedule will be sent to the County security contact. 

 
11.  Contractor Self Audit.   Contractor will provide  to County a summary of:  (1)  the results of any 

security audits, security reviews, or other relevant audits listed below, conducted by Contractor 
or  a  third‐party;  and  (2)  the  corrective  actions  or  modifications,  if  any,  Contractor  will 
implement in response to such audits. 

  Relevant audits conducted by Contractor as of the Effective Date include: 

a.  ISO  27001:2013  (Information  Security  Management)  or  FDA’s  Quality  System 
Regulation, etc. – Contractor‐Wide.   A  full  recertification  is conducted every  three  (3) 
years with surveillance audits annually. 

  (i)  External  Audit  –  Audit  conducted  by  non‐Contractor  personnel,  to  assess 
Contractor’s  level of  compliance  to  applicable  regulations,  standards,  and  contractual 
requirements. 

(ii)  Internal  Audit  –  Audit  conducted  by  qualified  Contractor  Personnel  (or 
contracted  designee)  not  responsible  for  the  area  of  review,  of  Contractor 
organizations,  operations,  processes,  and  procedures,  to  assess  compliance  to  and 
effectiveness  of  Contractor’s  Quality  System  (“CQS”)  in  support  of  applicable 
regulations, standards, and requirements. 

(iii)  Supplier Audit – Quality audit conducted by qualified Contractor Personnel (or 
contracted  designee)  of  product  and  service  suppliers  contracted  by  Contractor  for 
internal or Contractor client use. 

(iv)  Detailed  findings‐  are  not published  externally,  but  a  summary  of  the  report 
findings,  and  corrective  actions,  if  any, will be made  available  to County  as provided 
above and the ISO certificate is published on Public Interest Investigations, Inc. 

  b.  SSAE‐16 (formerly known as SAS ‐70 II) – As to the Hosting Services only: 

(i)  Audit spans a full twelve (12) months of operation and is produced annually. 

  (ii)  The resulting detailed report is available to County. 

Detailed  findings  are  not  published  externally,  but  a  summary  of  the  report  findings,  and 
corrective actions, if any, will be made available to County as provided above. 



EXHIBIT K 

 

Exhibit K - Investigation Services Master Agreement Page 5 of 7 
June 2016 
     

  12.  Security Audits.  In addition to the audits described in Section 11 (Contractor Self Audit), during 
the term of this Contract, County or its third‐party designee may annually, or more frequently as 
agreed  in  writing  by  the  Parties,  request  a  security  audit  of  Contractor's  data  center  and 
systems.  The audit will take place at a time mutually agreed to by the Parties, but in no event 
on a date more than ninety (90) days from the date of the request by County.  County's request 
for  security  audit will  specify  the  areas  (e.g., Administrative, Physical  and  Technical)  that  are 
subject  to  the  audit  and may  include but not  limited  to physical  controls  inspection, process 
reviews, policy reviews evidence of external and  internal vulnerability scans, penetration  tests 
results, evidence of code reviews, and evidence of system configuration and audit  log reviews.  
County  shall  pay  for  all  third‐party  costs  associated  with  the  audit.    It  is  understood  that 
summary data of the results may filtered to remove the specific information of other Contractor 
customers such as IP address, server names, etc..  Contractor shall cooperate with County in the 
development of the scope and methodology for the audit, and the timing and  implementation 
of the audit.  Any of the County's regulators shall have the same right upon request, to request 
an audit as described above.  Contractor agrees to comply with all reasonable recommendations 
that result from such inspections, tests, and audits within reasonable timeframes.  

 
13.  Confidentiality 

   
a.  Contractor agrees that all information supplied by its affiliates and agents to the County 
including,  without  limitation,  (a)  any  information  relating  to  County’s  customers,  patients, 
business partners, or personnel; (b) Personally Identifiable Information (as defined below); and 
(c) Protected Health  Information  (as defined under HIPAA and  the HITECH Act),  if any, will be 
deemed confidential and proprietary to the County, regardless of whether such information was 
disclosed  intentionally  or  unintentionally  or  marked  as  “confidential”  or  “proprietary” 
(“Confidential Information”).  To be deemed “Confidential Information”, trade secrets and mask 
works must be plainly and prominently marked with restrictive legends. 

   
  b.  County Data.  All of the County Confidential Information, data, records, and information 

of  County  to  which  Contractor  has  access,  or  otherwise  provided  to  Contractor  under  this 
Purchase Order  (“County Data”), shall be and remain the property of County and County shall 
retain exclusive rights and ownership thereto.  The County Data shall not be used by Contractor 
for any purpose other than as required under this Contract, nor shall such data or any part of 
such  data  be  disclosed,  sold,  assigned,  leased,  or  otherwise  disposed  of  to  third  parties  by 
Contractor  or  commercially  exploited  or  otherwise  used  by  or  on  behalf  of  Contractor,  its 
officers, directors, employees, or agents. 

 
c.  Non‐Exclusive Equitable Remedy.  Contractor acknowledges and agrees that due to the 
unique  nature  of  Confidential  Information  there  can  be  no  adequate  remedy  at  law  for  any 
breach of  its obligations hereunder,  that any  such breach or  threatened breach may  result  in 
irreparable harm  to County, and  therefore,  that upon any  such breach or any  threat  thereof, 
County will be entitled to appropriate equitable remedies, and may seek injunctive relief from a 
court  of  competent  jurisdiction  without  the  necessity  of  proving  actual  loss,  in  addition  to 
whatever remedies either of them might have at  law or equity.   Any breach of this Section 13 
(Confidentiality)  shall  constitute  a  material  breach  of  this  Contract  and  be  grounds  for 
immediate termination of this Contract in the exclusive discretion of the County. 
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d.  Personally  Identifiable  Information.    “Personally  Identifiable  Information”  shall mean 
any  information  that  identifies  a  person,  including,  but  not  limited  to,  name,  address,  email 
address,  passwords,  account  numbers,  social  security  numbers,  credit  card  information, 
personal  financial  or  healthcare  information,  personal  preferences,  demographic  data, 
marketing  data,  credit  data,  or  any  other  identification  data.    For  the  avoidance  of  doubt, 
Personally  Identifiable  Information shall  include, but not be  limited to, all “nonpublic personal 
information,” as defined under  the Gramm‐Leach‐Bliley Act  (15 United  States Code  (“U.S.C.”) 
§6801 et seq.), Protected Health Information, and “Personally Identifiable Information” as that 
term  is  defined  in  EU  Data  Protection  Directive  (Directive  95/46/EEC)  on  the  protection  of 
individuals with regard to processing of personal data and the free movement of such data.  
   

i.  Personally  Identifiable  Information.    In  connection  with  this  Contract  and 
performance  of  the  services,  Contractor may  be  provided  or  obtain,  from  County  or 
otherwise,  Personally  Identifiable  Information  pertaining  to  County's  current  and 
prospective personnel, directors and officers, agents, investors, patients, and customers 
and may need to process such Personally Identifiable Information and/or transfer it, all 
subject to the restrictions set forth in this Contract and otherwise in compliance with all 
applicable foreign and domestic laws and regulations for the sole purpose of performing 
the services.  

   
  ii.  Treatment  of  Personally  Identifiable  Information.   Without  limiting  any  other 

warranty  or  obligations  specified  in  this  Contract,  and  in  particular  the  confidential 
provisions  of  Section  13  (Confidentiality),  during  the  Term  of  this  Contract  and 
thereafter in perpetuity, Contractor will not gather, store, log, archive, use, or otherwise 
retain  any  Personally  Identifiable  Information  in  any  manner  and  will  not  disclose, 
distribute, sell, share, rent, or otherwise retain any Personally  Identifiable  Information 
to  any  third‐party,  except  as  expressly  required  to  perform  its  obligations  in  this 
Contract or as Contractor may be expressly directed  in advance  in writing by County.  
Contractor  represents  and  warrants  that  Contractor  will  use  and  process  Personally 
Identifiable  Information  only  in  compliance with  (a)  this  Contract,  (b)  County's  then 
current privacy policy, and (c) all applicable local, state, and federal laws and regulations 
(including,  but  not  limited  to,  current  and  future  laws  and  regulations  relating  to 
spamming, privacy, confidentiality, data security, and consumer protection).  

 
iii.  Retention of Personally Identifiable Information.  Contractor will not retain any 
Personally Identifiable  Information for any period  longer than necessary for Contractor 
to  fulfill  its obligations under this Contract.   As soon as Contractor no  longer needs to 
retain such Personally Identifiable Information in order to perform its duties under this 
Contract, Contractor will promptly return or destroy or erase all originals and copies of 
such Personally Identifiable Information. 

 
e.  Return of Confidential Information.  On County’s written request or upon expiration or 
termination of this Contract  for any reason, Contractor will promptly:  (a) return or destroy, at 
County’s  option,  all  originals  and  copies  of  all  documents  and  materials  it  has  received 
containing  County’s  Confidential  Information;  (b)  if  return  or  destruction  is  not  permissible 
under applicable law, continue to protect such information in accordance with the terms of this 
Contract; and (c) deliver or destroy, at County’s option, all originals and copies of all summaries, 
records,  descriptions, modifications,  negatives,  drawings,  adoptions  and  other  documents  or 
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materials, whether  in writing or  in machine‐readable  form, prepared by Contractor, prepared 
under  its  direction,  or  at  its  request,  from  the  documents  and  materials  referred  to  in 
Subsection  13(a),  and  provide  a  notarized  written  statement  to  County  certifying  that  all 
documents and materials referred to in Subsections 13(a) and (b) have been delivered to County 
or destroyed, as  requested by County.   On  termination or expiration of  this Contract, County 
shall  return  or  destroy  all  Contractor  Confidential  Information  (excluding  items  licensed  to 
County  hereunder  or  that  are  required  for  use  of  the  Deliverables  and/or  the  Licensed 
Software), at Contractor’s option. 

 




